Project Plan Pre-baseline Review Checklist


The PM should be able to make the following statements regarding the project plan before it is presented to the Steering Committee or Executive Committee for review or approval.  

 Each begins with “The Project Plan ... “

	· is based on a logical and meaningful work breakdown structure that identifies all necessary tasks to complete the project.
	

	· reflects the entire scope of the project. 
	

	· identifies critical path activities clearly.
	

	· includes notes and comments appropriately.
	

	· describes project tasks in sufficient detail.
	

	· includes useful reports, tables, filters, and other customizing features that will make the plan easier to use.
	

	· includes a summary or roll up task for the entire project.
	

	· clearly shows where subplans are used and identifies the filepath to these plans.
	

	· reflects holidays, vacations and planned unavailability time for all project team members.
	

	· identifies specific resources (individuals) with project tasks.  Groups or ad-hoc teams are specifically identified.  All instances of TBD resources assigned to tasks are done in a way that enables applying a name to the correct set of tasks.
	

	· identifies milestones, deliverables and the project completion date.
	

	· identifies the “reserve” built into the plan to deal with a reasonable amount of uncertainty.
	

	· work estimates have been reviewed by the PM, the individual responsible for the task and the team members involved.
	

	· resource assignments are correct.
	

	· reflects an executable plan as demonstrated by complete resource leveling.  (In cases where resource conflicts exist, a plan to resolve them within the constraints of the project’s cost and schedule baseline is in place.)
	

	· includes all costs associated with the project (including vendor costs, contracted labor costs, training costs, and especially the cost of all internal resources).
	

	· identifies the cost of work accurately and ties to the budgeted cost for those types of resources represented in the plan.
	

	· produces or documents a cost baseline that is consistent with the approved budget.
	

	· has been reviewed by one of the PM’s peers or a Project Office representative who has not worked extensively on the project.
	

	· utilizes the PM for no more than 85% on any week.  (Project tasks directly associated with project management are excluded from this.)
	

	· The project plan reflects the resources necessary to complete tasks associated with the customer acceptance / success criteria.
	

	· identifies the resource commitments of all team members.  In cases where team members are assigned to multiple projects or have interdepartmental reporting relationships, the estimated resource utilization estimates have been discussed with other project managers and department managers as appropriate.
	

	· reflects a task structure and work/duration estimates that have been reviewed by affected team members.
	

	· distinguishes “work” and “duration.”
	

	· is ready for presentation to the Steering Committee / Management Committee.  The PM has developed, documented and communicated a process for approving the plan.
	

	· incorporates the best possible solution to all known Steering Committee and Management Committee issues.
	

	· is formatted and controlled by a process that ensures clear identification of the current approved plan.  The PM has an impact management process in place so that the plan can change in response to project impacts.  The process for managing project impacts has been discussed with the Steering Committee. 
	

	· is maintained with a logical file name and logical and management convention/process?
	

	· does not include any known errors, bugs, dummy tasks or other extraneous information which may lead to misinterpretation.
	

	· contains no individual tasks requiring over 40 hours work for a single resource; 80 hours of work for multiple resources.

· contains no individual tasks lasting longer than two weeks duration.
	

	· contains milestone and task events in sufficient granularity to accurately depict project status in terms of earned value.  Periodic project status reports should not, therefore, depict an extremely low (or high) earned value for any period.
	

	· links all subordinate subplans (rather than incorporating them by reference or with a manually-revised task).
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