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Project Manager Checklist

NOTE:  The paragraphs referenced are from the [Project Management Process Guide] that can be found in the SEP Background folder.

	PMP No.
	Par. No.
	Task
	
	Date

	1 
	1.1
	Project Manager is identified.
	 FORMCHECKBOX 

	

	2 
	1.2
	Project Manager must receive a Project Orientation, to include the following:

· Present state of project                                                                                  FORMCHECKBOX 

· Primary points of contact (customer & boss)                                                FORMCHECKBOX 

· Technical & personnel aspects                                                                      FORMCHECKBOX 

· Any other pertinent information that could effect the job                             FORMCHECKBOX 

	 FORMCHECKBOX 

	

	3 
	1.8

1.3

1.4

1.5

1.6

1.7
	Project Manager must attend the minimum mandatory training (update training record):

· SEP training       
 FORMCHECKBOX 

                                                         

· MIS training module
 FORMCHECKBOX 

· Management training                        
 FORMCHECKBOX 
                                                           

· Staff hour accounting training         
 FORMCHECKBOX 
                                                         

· QAE training  (if applicable)                    
 FORMCHECKBOX 
                                                 
	 FORMCHECKBOX 

	

	4 
	2.1
	Update or create Integrated Master Schedule (IMS) and Project Plans (PPs)
	 FORMCHECKBOX 

	

	5 
	2.3
	Certify process (MPS and PPs)
	 FORMCHECKBOX 

	

	6 
	2.4
	Update or create Software Development Plan (SDP) 
	 FORMCHECKBOX 

	

	7 
	2.5
	Create staffing profiles 
	 FORMCHECKBOX 

	

	8 
	2.5
	Initialize labor accounts
	 FORMCHECKBOX 

	

	9 
	2.6
	Derive the project overall milestone schedule (high level schedule)
	 FORMCHECKBOX 

	

	10 
	2.7
	Identify & prioritize the mandatory training for the project (training procedures)

· Load mandatory training into the MIS Training Module
 FORMCHECKBOX 

· Prioritize the training for the project
 FORMCHECKBOX 

	 FORMCHECKBOX 

	


11

	
	3.1
	View and update the project information:
	 FORMCHECKBOX 

	

	
	3.2
	· Contract information
 FORMCHECKBOX 




· COTS software 
 FORMCHECKBOX 



· Databases
 FORMCHECKBOX 

· Effort & costs (time acctg) 
 FORMCHECKBOX 

· Critical computer resources
 FORMCHECKBOX 

· Program risk areas
 FORMCHECKBOX 

· Critical dependencies & tasks
 FORMCHECKBOX 

· Manpower & personnel 
 FORMCHECKBOX 

· Program documentation
 FORMCHECKBOX 



· Software size
 FORMCHECKBOX 

	· System interfaces
 FORMCHECKBOX 



· Previous Audit Reports (if exist)      FORMCHECKBOX 



· Labor accounting reports
 FORMCHECKBOX 



· Project Plans (PPs)
 FORMCHECKBOX 

· Software Development Plan
 FORMCHECKBOX 

· Integrated Master  Schedule (IMS) 
 FORMCHECKBOX 

· Lessons Learned
 FORMCHECKBOX 

· Performance indicators (metrics)
 FORMCHECKBOX 

· Program OSS&E compliance 
 FORMCHECKBOX 

 
	
	

	1 
	3.4
	Update MPS, PPs (including Software Development Plan) if needed
	 FORMCHECKBOX 

	

	2 
	3.5
	Create or update contract if required 
	 FORMCHECKBOX 

	

	3 
	3.6
	Compare completed training of individuals to the project’s training needs 
	 FORMCHECKBOX 

	

	4 
	3.6
	Determine if training courses are required for upcoming tasks
	 FORMCHECKBOX 

	

	5 
	3.12
	Create detailed schedule for the next section of the General Plan
	 FORMCHECKBOX 

	

	6 
	3.12
	Estimate amount of hours required for each task
	 FORMCHECKBOX 

	

	7 
	3.12
	Generate cost estimates based on resource rates and fixed costs
	 FORMCHECKBOX 

	

	8 
	3.12
	Assign Work Breakdown Structure (WBS) function code to detailed schedule
	 FORMCHECKBOX 

	

	9 
	3.12
	Allocate resources to each task
	 FORMCHECKBOX 

	

	10 
	3.12
	Establish staff hour accounting template for each resource
	 FORMCHECKBOX 

	

	11 
	3.12
	Identify any additional metrics to track 
	
	

	12 
	4.1

4.2
	Conduct Project Manager Review (monthly)

· Create minutes or close out action items
 FORMCHECKBOX 


	 FORMCHECKBOX 

	

	13 
	4.3


	Conduct supervisor review monthly
· Create minutes or close out action items
 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	14 
	4.4
	Conduct 2 Letter review quarterly
· Create minutes or close out action items
 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	15 
	4.5
	Conduct Program Management Review (PMR) as required
· Create minutes or close out action items
 FORMCHECKBOX 

	 FORMCHECKBOX 

	


Direct/Measure/Monitor/Control Loop

(Repeated within monthly cycle at least weekly)
	PMP No.
	Par. No.
	Task
	
	Date


27

	
	5.1
	Inform the project personnel of assigned tasks
	 FORMCHECKBOX 

	

	28
	5.2
	Document internal coordination activities (integrating activities & ideas to support project) 
	 FORMCHECKBOX 

	

	29
	5.2
	Document external coordination activities (clearances, approval, authorizations, etc.)
	 FORMCHECKBOX 

	

	1 
	5.3
	Take appropriate action to resolve any personal conflicts internal & external to the project
	 FORMCHECKBOX 

	

	2 
	5.4
	If Project Manager identifies change

· Analyze change to determine impact to project
 FORMCHECKBOX 

· Adjust effected areas caused by change:
 FORMCHECKBOX 

· Workloads
 FORMCHECKBOX 



· Task assignments
 FORMCHECKBOX 

· Effort and estimate projections
 FORMCHECKBOX 

· Any other effective area
 FORMCHECKBOX 

    If “Re-plan” required, proceed to Assess Stage (8.2)
	 FORMCHECKBOX 

	

	3 
	5.5
	Document any decisions that effect project progress, plan, or future events (PM journal)
	 FORMCHECKBOX 

	

	4 
	6.1
	Review detailed plan for status
	 FORMCHECKBOX 

	

	5 
	6.2 
	Document completion dates of assigned tasks in project schedule
	 FORMCHECKBOX 

	

	6 
	6.3
	Update metrics 
	 FORMCHECKBOX 

	

	7 
	6.3
	Review metrics; compare actual versus planned
	 FORMCHECKBOX 

	

	8 
	6.4
	Document any decisions that effect project progress, plan, or future events (PM journal)
	 FORMCHECKBOX 

	

	9 
	7.1
	Compare project status of Actuals vs. Planned 

· Schedule
 FORMCHECKBOX 

· Effort
 FORMCHECKBOX 

· Cost
 FORMCHECKBOX 

· Other metric indicators
 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10 
	7.2
	Evaluate the performance of the project:  identify which tasks are completed ahead of schedule, behind schedule, or not being met
	 FORMCHECKBOX 

	

	11 
	7.3
	Reward individuals on the project 
	 FORMCHECKBOX 

	

	12 
	7.4
	Take corrective actions when and where applicable

· Explore and understand all factors involved in the problem
 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	13 
	7.5
	Document any decisions that effect project progress, plan, or future events (PM journal)
	 FORMCHECKBOX 

	

	Monthly Assessment

	43
	8.1
	Project Manager assesses project manager procedures (Self-Assessment Report)

· Self-assessment  must be stored in life-cycle folder for historical data
 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	44
	8.2
	Project Manager must generate historical record of completed cycle  
· Historical record must be stored in life-cycle folder 
 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Note:  Lessons Learned need to be sent to the SEPG.


3

