Project Initiation Environment Checklist

Objective

Ensure the Program/Project Manager has the hardware, software, and tools to perform the functions for the project.   The Program Manager should ensure the following are established: 

· Hardware needs (coordinate with Enterprise Infrastructure Engineering (EIE))
· Project SharePoint

· Project Rational Tool Database

· User accounts established and configured according to Office of Enterprise Development (OED) standards

· Training required to use the tools and methods

	Project Name:

	Program Manager:
	Phone Number:
	

	
	Email Address:
	

	Development Manager:
	Phone Number:
	

	
	Email Address:
	

	Project Sponsor:
	Phone Number:
	

	
	Email Address:
	

	Project Environment Point of Contact:
	Phone Number:
	

	
	Email Address:
	


	Project Start Date:
	

	Required Environment Completion Date:
	

	Original Submission Date:
	


This checklist will assist in assuring that essential activities have been planned.
	Environment
	No
	Yes
	Notes/Reference/Other

	Has the project’s Project Rational Tool Database been established? 
	
	
	

	Have user account been established and configured according to OED standards?
	
	
	

	Has the project’s SharePoint site been established?
	
	
	

	Have all necessary rights and permissions for project participants been established?
	
	
	

	Is all necessary hardware available for the project?
	
	
	

	Is all necessary software available for the project?
	
	
	

	Has the testing organization been contacted to discuss necessary hardware/software needs?
	
	
	

	Are the necessary skills and experiences available to support the environment?
	
	
	

	Is the project’s change management process being followed to manage the environment configuration and changes?
	
	
	

	Environment Risks
	No
	Yes
	Notes/Reference/Other

	Have environment risk factors been identified and documented? (Availability of hardware/ software,; length of time to acquire necessary hardware/software; experience with tools being employed; testing organization schedule conflicts, etc.)
	
	
	

	Has each major risk factor been analyzed to determine its potential adverse impact on the environment, probability of occurrence and impact on overall project schedule?
	
	
	

	Have steps or factors for mitigating the risks been identified, documented, and incorporated in project plans and activities?
	
	
	

	Training
	No
	Yes
	Notes/Reference/Other

	If formal training is required for the environment, has it been acquired/scheduled, as appropriate?
	
	
	

	If automated aids are required, is the environment equipped to support them?
	
	
	

	Logistics
	No
	Yes
	Notes/Reference/Other

	Have the needs for logistical items (such as workspace, workstations, LAN support, telephones, development and testing environments, etc.) been determined, documented and acquired?
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