PROJECT MANAGEMENT PLAN CHECKLIST

PROJECT NAME

Service:  

Project Name:  

Technical Project Manager:  
Phone Number:  


E-mail Address:  

Type of Project:
Development
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Project Sponsor:  
Phone Number:  


E-mail Address:  

Contact Person:  
Phone Number:  


E-mail Address:  

Original Submission Date:  

Revision Date:  

Revision Number:  

Project Start Date:  

Project Implementation Date:  

Project Sponsor Signature:  ______________________________

The Project Management Plan Checklist will assist in assuring that essential project activities have been planned.

	1. 
Project Information and Organization  
	No
	Yes
	Notes/Reference/Other

	a.
Has the project’s scope been defined? 
	
	
	

	b.
Are the project’s objectives and goals verifiable, defined, and stated?
	
	
	

	c. 
Have the goals and objectives for the project been specified including customer expectations and critical success factors?
	
	
	

	d.   Have all stakeholders and key personnel been identified and their responsibilities defined as relevant to the project’s scope statement?
	
	
	

	e. Has the internal management structure been described via chart, matrices, or diagrams? 
	
	
	

	f. Have the administrative and managerial boundaries been charted in the PMP?
	
	
	

	2. 
Management Process 
	No
	Yes
	Notes/Reference/Other

	a.  Has the Acquisition Plan been completed referenced in section 3 of the PMP?
	
	
	

	b. Have the project’s assumptions, dependencies, and constraints been documented and linked in the PMP? 
	
	
	

	c. Have the resources been defined to create and maintain the Independent Cost Estimate, Baseline Cost Estimate, and Evidence of Project Funding? 
	
	
	

	d. Has project monitoring and control mechanisms been identified? (TSPR, TeamPlay, etc.)
	
	
	

	e. Has the system security management for the project’s lifecycle and reference submission of SMART Inventory Checklist been discussed?
	
	
	

	3. 
Technical Process 
	No
	Yes
	Notes/Reference/Other

	a. Has the technical process been documented with as much available date as possible?  
	
	
	

	b. Has the computing systems been specified?
	
	
	

	c. Has the programming language been specified?
	
	
	

	d. Have the tools, techniques, and methodology been specified?
	
	
	

	e. Has the technical standards been specified?
	
	
	

	f. Have the policies, procedures, and guidelines been specified?
	
	
	

	4. 
Work Breakdown Structure 
	No
	Yes
	Notes/Reference/Other

	a. Has each work package been identified with a unique identifier?
	
	
	

	b. Has the success criteria through the requirements phase been document?  
	
	
	

	c. Has a pictorial view of project information from TeamPlay/Platinum showing the dependencies, resource requirements, allocation, and schedule been provided? 
	
	
	

	d. Has the work responsibility to appropriate organizational elements, any WBS and organizational structure must be interrelated with each other; that is, organizational responsibility been established for identified units of work?
	
	
	

	5. 
Project Milestones
	No
	Yes
	Notes/Reference/Other

	a. Have the project milestones been identified?
	
	
	

	b. Have the key deliverables been completed with information through the requirements phase?
	
	
	

	c. Has the process for obtaining approval of the project deliverable complete?
	
	
	

	6. 
Communication and Risk Management 
	No
	Yes
	Notes/Reference/Other

	a. Has the Communication Plan been created?
	
	
	

	b. Has the Risk Management Plan been created? 
	
	
	

	4. 
Configuration Management 
	No
	Yes
	Notes/Reference/Other

	a. Has the Configuration Plan been created? 
	
	
	

	b. Have all Configuration Items been identified?
	
	
	

	c. Has the CM library been identified along with responsibilities, security, and disaster recovery plans? 
	
	
	

	d. Has a change management process been developed and agreed upon by all participants?
	
	
	

	e. Has the interface requirements and establishment of interface agreements been determined?
	
	
	

	f. Have agreements with subcontractors and vendors been established? 
	
	
	

	5. 
Testing & Quality Assurance 
	No
	Yes
	Notes/Reference/Other

	a. Has a Master Test Plan been developed- including Product Component Test, Component Integration Test, System Test, User Functionality Test, Independent Testing, Operational Readiness Review, and Initial Operating Capability Testing?
	
	
	

	b. Has the Quality Assurance Plan been completed and all deviations from the Quality Assurance Standards been noted?
	
	
	

	6. 
Metrics Plan
	No
	Yes
	Notes/Reference/Other

	a. Is there a metric plan in place for effective project management and process improvement?
	
	
	

	7. 
Resource Plan
	No
	Yes
	Notes/Reference/Other

	a. Does the roles and responsibility matrix include the Project team, the customer, and suppliers?
	
	
	

	b. Does the resource plan include reference to the Acquisition Plan?  The acquisition plan should include material resources needed over the life cycle of the Contract or Project.
	
	
	

	8. 
Training 
	No
	Yes
	Notes/Reference/Other

	a.
Is there a formal education and training plan or does the project work plan include the time and resources for the development of this plan?
	
	
	

	b.
Does the formal education and training plan identify the curricula, delivery mechanisms, and audiences (e.g., senior management, project staff and end users), or are there tasks in the project work plan to address these?
	
	
	

	9. 
Support and Operation Support 
	No
	Yes
	Notes/Reference/Other

	a. Is there a recognition plan included in the Project Plan? 
	
	
	

	b. Is there a complete list of all documents and other sources reference in the Project Plan? 
	
	
	

	
	
	
	

	
	
	
	


<Review Type> Review Findings Summary Instructions

A Review Findings Summary is a tool created to document and track anomalies and issues identified during reviews.

The Review Findings Summary contains the following information:

	Item
	Definition

	Review Type
	Peer Review or Formal Review

	Artifact
	The category of the artifact under review, such as: Requirements Specification Document, Software Design Document, Prototype, Code, Documentation (Release Notes, User Manual, Technical Manual, Installation Guide, Security Guide), Patch Description (if released through National Patch Module), Test Plans, and Test Package.

	Author
	The person who created the work product under review.

	Project
	The official project name.

	Application
	The name of the software application to which this work product pertains.

	Version
	The version number of the software application pertinent to this work product.

	Patch
	If the software is to be released via the National Patch Module, enter the patch number.

	Date Review Started
	The date of the review meeting.

	Date Review Closed
	The date all anomalies, issues and action items are closed. 

	Identifier 
	A unique identifier that permits identification and sorting; suggested Project acronym + sequential number (i.e., SUR0001)

	Anomaly Category
	CM=Configuration Management, CO=Coding, CS=Coding Standards, DC=Documentation Content, DE=Design, DP=Documentation Presentation, IA=Integration Agreement, PE=Performance, SP=Specification, TR=Traceability, TP=Test Plan, TS=Test Script

	Anomaly or Issue 
	Items identified and described during the review.

	Resolution
	The solution for the identified anomaly.

	Date Resolved
	The date an issue was resolved and the Review Team agrees it was resolved correctly.

	Status
	The various states through which an anomaly passes on the way to resolution and closure. The anomaly states are:

· Submitted – when an item is logged and reported for repair.

· Assigned – when an item is assigned for repair.

· Opened – when an anomaly is assigned for correction.

· Deleted – when an item is originally reported as an anomaly, but later deleted because the item is either a duplicate or not an anomaly.

· Resolved - when an anomaly is corrected and sent for review or verification.

· Re-Opened – when an anomaly is closed and then reopened for modification.

· Returned - when an anomaly is reviewed, verified as "incorrect", and returned to author.

· Verified - when an anomaly is reviewed and verified as "correct".

· Closed - when an anomaly is successfully reviewed and closed with a resolution and resolution date.

· Deferred - when an anomaly is designated for correction at a later date.

· Duplicated – when an item is assessed to be a duplicate of a prior record.

· Escalated – when an item requires evaluation by management.

Note: The statuses listed above reflect the use of Rational ClearQuest for anomaly tracking. Manual tracking may use a simplified list of statuses.

	Impact
	The classification of anomalies according to their potential damage to the software, systems, patient, personnel or operating systems. They are classified in three levels:

· High Impact - an error or absence of functionality that may severely jeopardize patient or personnel safety; adversely impacts all users; represents a significant value or cost; is governed by Congressional mandate; affects either a large database or critical data; requires Food and Drug Administration (FDA) certification/approval; affects Veterans Integrated Service Network (VISN) issues; or negatively impacts the interdependence of applications.
· Medium Impact - an error or absence of functionality that adversely affects the safety of veteran issues or users of large applications, i.e., Pharmacy, Lab, etc.; represents a high value or cost; sponsored or initiated by the National Program Office; or negatively impacts essential operational or business processing.
· Low Impact - an error or absence of functionality that may cause operator/user inconvenience and minimally affects operational functionality.


<Review Type> Review Findings Summary
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	Anomaly or Issue:
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