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Project Start Up Checklist 

· Collect and compile all existing project documentation.

· Review the Knowledge Repository for reusable deliverables.

· Select and acquire Project Start Up team.

· Brief Start Up Team.

· Perform initial facilities assessment.

· Draft initial Project Management Plan with approach for Knowledge Management.

· Prepare initial draft of project standards.

· Define the project library structure and location with control procedures.

· Develop the time collection procedure and templates.

· Draft the initial version of the Project Orientation Guide.

· Meet with the client Project Manager, Project Sponsor, and any third party project managers.

· Create Project Library structure and procedures.  Include steps for submitting documents to the Knowledge Repository.

· Review the time collection procedures with the client Project Manager for approval.

· Develop and conduct workshop with the client and any third parties to define project roles and responsibilities.

· Conduct training on time collection procedures.

· Schedule the initial Project Steering Committee (Board) meeting.  This is the initial Project Progress Report.

· Develop and issue procedures for Issue Management, Scope Change Management, and Problem Management.  Update the Project Standards documents to contain these procedures.

· Prepare initial draft of the Scope, Objectives and Approach document.  

· Draft the initial work breakdown structure for the project.

· Prepare a draft of the invoicing process.

· Document the role of the Project Steering Committee (Review Board).

· Review the Project Standards and Procedures for document management and control with the client.

· Present and review the invoicing procedures to the client for approval.

· Conduct the initial Project Steering Committee (Review Board) meeting providing the initial Progress Report and the Steering Committee Role.

· Collect and review Week One Time sheets.

· Present and review Scope, Objectives and Approach document to client and request approval.

· Develop the Assignment Terms of Reference.

· Review the processes for Issue Management, Change Control, and Problem Management with the client and request approval.

· Create profitability tracking spreadsheets.

· Review the first week’s time sheets with the client.

· Update the workplan (WBS) for progress and changes.

· Conduct a review of the original bid document with the project team.  Resolve any anomalies.

· Collect and Review Week Two Timesheets.

· Review the Invoicing Process with the client and request approval.

· Schedule regular Project Steering Committee Meetings and gain approval from the client.

· Determine resource requirements.

· Prepare the final version of the Project Orientation Guide.

· Prepare a draft of the monthly reports and review with the client for approval.

· Collect and review Week Three Timesheets.

· Conduct review of the Project Management Plan by the Project Team.

· Develop content and schedule the Project Kickoff Meeting.  Obtain approval from the client.

· Establish dates for Project Healthchecks, audits, and Knowledge Management reviews.  Include all of these in the project WBS.

· Review the Project Management Plan with the client for approval.

· Distribute the Project Orientation Guide.

· Conduct the Project Kickoff Meeting.

· Collect and review Week Four Timesheets.

· Publish the Project Management Plan.

· Review initial invoice with the client.

· Conduct the first Project Review.

· Issue the first Project Status Report to internal Oracle recipients and the client.
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