Control Checklist

[Project Name]


[Project Name] Control Checklist
	Project Manager
	[name]


Use this evaluation on an on-going basis throughout the project.

	Stakeholder Participation

	(
	The project sponsor is fully aware of the state of the project, including revised schedule and budget estimates.

	(
	The customer is fully aware of the state of the project, including revised schedule and budget estimates.

	(
	The project team is fully aware of the state of the project, including revised schedule and budget estimates.

	(
	Team members understand their specific assignments and how they fit into the overall project.

	(
	Part-time team members and support organizations within the firm understand their contribution to the project.  These expectations are clearly communicated both well in advance and again just prior to their involvement in order to give them the opportunity to plan to meet these expectations.

	(
	The responsibility matrix is accurate.

	(
	All stakeholders who need to be informed of project progress have adequate access to project information.


	Project Process

	(
	The project plan is routinely updated to reflect the near term action plan.

	(
	Progress against the baseline budget and schedule is recorded and understood by the team.

	(
	The baseline budget and schedule continue to be realistic.

	(
	An issue log has been established and it is being used to track issues.

	(
	Continuous risk management activities reveal new risks, which are evaluated and assigned to team members.

	(
	Known risks are monitored and, where possible, mitigation strategies are followed to reduce the probability or impact.

	(
	The project team meets on a regular basis to discuss accomplishments, plan for near-term activities, and share new information about the project.


	Project Team

	(
	The team has established ground rules for team behaviors and follows them.

	(
	The team understands and has internalized the project goal.

	(
	Team members practice active listening skills.

	(
	Team members actively attempt to adjust their communication or problem solving styles to accommodate other members of the team whose styles are different.

	(
	Good meeting management practices are followed, including sending out agendas in advance and documenting decisions and action items in the meeting minutes.

	(
	The team has an articulated problem-solving process and displays good problem analysis skills.

	(
	The team is able to use multiple decision modes, including effectively reaching consensus.

	(
	The team demonstrates the ability to work through conflict, reaching better decisions and maintaining positive relationships.


	Project Leadership

	(
	I lead by example, showing a positive attitude and commitment to the project goal.

	(
	I am accessible to team members so they can easily discuss problems or concerns with me.

	(
	I hold myself and others accountable to project responsibilities.

	(
	I consciously work to develop a positive team environment. 

	(
	I consciously work to develop collaborative problem solving skills among the team.

	(
	I treat all team members and stakeholders with respect.
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