Project Review





This review form is useful both as a project audit checklist, and as a guide for project managers.  For any particular project some questions will not apply – there is some IT bias, for example.





Acknowledgment:  this is from a course taught by Rob Verkerk





Functional Requirement





Is there a clearly defined unambiguous and agreed FR?  


Agreed by whom?


Is it up to date?


Is the FR considered a complete and definitive document of needs (by whom)?


Does the FR cover the following main topic areas: 


Business/user objectives, aims and benefits  


Business implications


System Objectives


Workload and Volume analysis and trends with time


Main problems to be overcome by new system 


Timescaies, phasing implications, cutover


Detailed definition of each appiication/function: 


	purpose  


	description


	I/O formats


	contingency procedures


	response times


	deadlines


	message sizes


	relationship to other functions


	frequency of user/throughput requirements


	useability


	backup/recovery


	security


	resource requirements





 Project Plan





1.	Are there visible, up to date CPM networks; bar charts; activity lists?


2.	Do all relevant parties agree the plans and any changes?


3.	How frequently are plans updated and reviewed?


4.	Are responsibilities clearly defined?


5.	Are contingency levers built into the plans?


6.	Are critical paths and dependencies obvious?


7.	Are all dependencies aware of the importance of their inputs?


8.	Are the plans detailed enough?


9.	How accurate are the inputs?





 Reviews and Reports





Are meeting decisions and actions minuted?


Do minuted actions name the responsible person and the due date?


Are actions completed on time?


 What level of attendees are there at meetings?


Are real problems always visible, actioned and escalated?


Are all departments kept informed of progress?


How accurate are repoils?





Commitments Register





Is a record kept of all contractual, side letter, verbal and moral commitments?


Are the criteria for achieving commitments agreed?


Are dates for achieving commitments agreed?


Are there sufficient commitments made to ensure project success?


Are there plans and contingencies to meet all commitments?


Are the commitments enforceable?





Management Controls





Do Terms of Reference exist?


Budget forecasts


Defined reporting structure and roles


Milestones


Regular risk analysis


Contingency plans


Change Controls


Commitments Register


Issues Register


Regular project reviews





Personnel





Who is involved with the project?


Are there any known staff/skiiis shortfalls?


Are staff aware of project objectives and the importance of their own role?


Are terms of reference and responsibilities clearly defined and delineated?


What contingency plans exist for sudden staff loses?


Is morale and motivation high or low?


Is the work environment good?


Are there any problem staff?


Are post-project support and operational staff identified and involved in the project?





 Issues Register





How are issues and problems recorded?


Are they allocated to a single individual?


Is progress tracked?


Are resolutions to issues recorded?





Risk Anaivsis





Are all assumptions documented and quantified?


Has comprehensive risk analysis been undertaken and documented?


Are risks categorised high, medium, low


Are risks quantified and financial effect reported?


Are there plans/contingencies to reduce all risks?


How well known and visible are the risks?


Is there agreement on the total degree of risk?





Change Control


Does a Change Control procedure exist for all project plans; functional requirements  and system and application specifications?


Where is the procedure documented?


Where are the changes recorded?


Is everyone following the change control procedures?


Who has the authority to sign changes off?


Is there evaluation of the impact of change on time-scales, resources, cost,  performance, and plans?


How and who gets/should get notified of changes?





 


