Project Planning - Checklist

[In columns "inputs" and "results", we show elements we think that are absolutely necessary; please adapt or extend to your specific project needs.]
	#


	Item


	Inputs

	Results [and Remarks]


	1
	Project Goal / Vision
	problem that has to be solved;

idea of creating a new product or service;

...;
	SMART wording of a project goal

[in case of an anticipated customer-contractor relationship, communication between customer and contractor of most results of project definition and planning will start, as early as now, in general, as early as possible]

	2
	Project Charter
	project goal
	text-based project charter
[during project definition and planning phase, this is a living document, to be updated virtually permanently]

	3
	Project Management Handbook
	project goal
	text-based project management handbook

[during project definition and planning phase, this is a living document, to be updated virtually permanently]

	4
	Stakeholder Management Plan
	project goal;

relationship to known or presumable stakeholders
	graphical, text- or worksheet-based representation of stakeholder management plan, including action plan for resolving conflicting interests

	5
	Expected Project Results
	project goal
	description of expected results

	6
	Requirements / Specifications

(technical, services, contractual
	expected project results;

standards, rules, regulations;

law (codified or cases);

best practice examples;

external feasibility studies
	description of requirements / specifications of project results, as detailed as possible

	7
	Product Breakdown Structure (PBS)
	requirements / specifications
	graphical and text-based representation of PBS

	8
	Work Breakdown Structure (WBS)
	PBS
	graphical and text-based representation of WBS, detailed down to the level of work packages (WP's)

	9
	Effort Estimation
	WBS, expertise, data of earlier similar projects
	estimates of best-normal-worst case effort, duration, human resources (level of skills), tools, material, cost per WP

	10
	Project Selection;

Project Prioritization
	WBS;

effort estimation
	input data for project selection and / or prioritization

	11
	Risk Analysis
	WBS, first round of effort estimation, expertise, data of earlier similar projects
	risk list;

eventually additional WP's, project contingency, i.e. revised WBS and cost per WP

	12
	Milestone Plan
	WBS, effort estimation, risk analysis
	project milestone plan

	13
	Network Diagram
	WBS, effort estimation, risk analysis;

milestone plan;

expertise
	graphical representation of network diagram, the logical sequence of all WP's, including milestones

	14
	Gantt Chart
	WBS;

milestone plan;

network diagram
	graphical representation of Gantt chart

	15
	Assignment of Resources
	WBS;

milestone plan;

network diagram;

Gantt chart
	committed resources, including results of negotiations with suppliers or sub-suppliers: legally binding proposals or contracts with suppliers or sub-suppliers

	16
	Resource Plan
	committed resources
	resource plan, including start and end dates of all assignments on this project;

cost of resources

	17
	Cost Plan
	resource plan
	graphical and worksheet representation of accumulated cost plan

	18
	Payment Plan
	cost plan
	graphical and worksheet representation of payment plan, sales plan (in case the project is about creating a new product), or financing plan

[in case of a customer-contractor relationship, this step goes along with contract negotiations between customer and contractor, at the latest]

	18
	Communications Plan
	all earlier planning documents
	graphical and text-based representation of the communications plan

	19
	Controlling Tools
	all earlier planning documents
	setup of controlling tools, including reporting system, project management dashboard, plan of status meetings, control board or other review meetings, risk management workshops

	20
	Contract Management
	all earlier planning documents;

applicable law
	signed contract between project owner (customer) and supplier (contractor), including detailed contractual wording of project scope, schedule, and payment;

communications plan;

risk management approach;

change process;

claim process;

acceptance procedures;

terms and conditions

	21
	Project Termination Criteria
	all earlier planning documents;

contract
	clear criteria based on which the project shall be terminated, i.e. directly transferred to project closure procedures
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