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Project Checklist
	
	Item
	Complete?

	1
	Define Project Goals
	☐
	2
	Define Project Objectives
	☐
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	Define Success Metrics
	☐
	4
	Identify Project Team
	☐
	5
	Create Project Charter
	☐
	6
	Pitch Project for Approval
	☐
	7
	Project Kickoff meeting
	☐
	8
	Schedule regular project team status meetings
	☐
	9
	Schedule stakeholder/steering team meetings
	☐
	10
	Send Weekly Project Status Report
	☐
	11
	Perform Stakeholder Analysis
	☐
	12
	Create project use cases
	☐
	13
	Gather project requirements
	☐
	14
	Requirements sign-off meeting
	☐
	15
	Requirements review meeting with IT
	☐
	16
	Create Test Plan
	☐
	17
	Develop Test Scenarios
	☐
	18
	Create Training Plan
	☐
	19
	Develop Training Materials
	☐
	20
	Schedule weekly/regular bug review meeting
	☐
	21
	Run test scenarios
	☐
	22
	Create and publish project documentation
	☐
	23
	Create post go-live support plans
	☐
	24
	Create Implementation Plan
	☐
	25
	Schedule weekly/regular support meetings and review high severity issues
	☐
	26
	Record training materials or hold live sessions
	☐
	27
	Roll out project/go-live
	☐
	28
	Hold a Lessons Learned/Post Mortem session
	☐
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