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Department of

Arkansas, A State of Technology.

Project Initiation Transition Checklist

Project Name:[ | Date:| |
Project Number:[ | Agency:[ |

Modification Dates:[ | Preparedby:[ |

nformation Systems

lished?

Item Status | Commentg/Plan to
Resolve
1 Scope M anagement
1.1 | Hasthe Project Feasibility been completed?
1.2 | Hasthe Project Feasibility been reviewed?
1.3 | HasaProject Concept Document been
developed?
1.4 | Doesthe Concept Document answer “What isto
be done?”’
1.5 | Doesthe Concept Document answer “Why isit
to be done?’
1.6 | Doesthe Concept Document answer “How will
it be done?’
1.7 | Hasthe Project Concept Document been
reviewed?
1.8 | HasaProject Charter been developed?
2 Resour ce M anagement
2.1 | Hasthe Project Manager been assigned?
2.2 | Hasthe Project Manager’s authority been estab-
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2.3 | Hasthe Project Sponser been identified?

2.4 | Have Core Team Members been identified?

2.5 | Have Customer Contacts been identified?

2.6 | Have Roles & Responsihilitiesfor all team
members been established?

3 Schedule Development

3.1 | Hasthetime and location of the Project Kick-off
Meeting been scheduled?

4 Communications M anagement

4.1 | Has Project Kick-off meeting presentation and
agenda been prepared?

4.2 | Have any materialsfor distribution at the Project
Kick-off meeting been prepared?

4.3 | Have al appropriate attendees been invited to
the Project Kick-off meeting?

4.4 | Has ascribe been designated for the Project
Kick-off meeting?

4.5 | HasaProject Kick-off meeting been conducted?

4.6 | Have notes and minutes from the Project Kick-
off meeting been distributed?

4.7 | Hasaproject repository (project folder) been
established?

4.8 | Hasthe repository been updated with all project

correspondence?
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