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Award Date:

Contract #:

Contract Type:

Customer: 

Project MGR.:

The Project Startup Check List are designed for use in the following manner:

ITEM NO.:

Task descriptions are brief.  Tasks that could be 

apply to more than one category are listed in the 

most appropriate category.

Check whether the item listed applies to the project.

Insert required date for accomplishment of the task.

Insert the name of the person responsible to 

see that the task is accomplished on

schedule.  This may be a member of the 

Project Office or an individual within a 

functional department.

PRIORITY:

A priority system established by the Project Manager may be

used here, e.g., Priority 1 may be all tasks that must be 

accomplished by the end of the first month of the contract,

Priority 2 by then end of the third month, etc.

Refer in this column to any applicable procedure,

a Government specification that may apply to this

task, etc.

INDEX FOR PROJECT STARTUP CHECK LIST 

Each task listed is identified by a specific number and grouped

into categories .  Categories are based on functions, not on 

ASSIGNED RESPONSIBILITY: 

NOTE, REFERENCE:

organizations or equipment.

TASK DESCRIPTION: 

REQUIRED YES/NO:

REQUIRED DATE:
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REQUIRED

ASSIGNED

NOTES

TASK  DESCRIPTION

YES

NO

DATE

RESPONSIBILITY

PR.

REFERENCE

A

1

.

Establish the Project Skill Requirements

2

.

Define the Objectives of the PO and PT Organization

3

.

Define Specific Tasks to be Performed

4

.

Clarify and Write the PO Charter

5

.

Establish & Schedule PO Resource Requirements:  Manpower, 

Facilities, Material, etc.

6

.

Staff the PO with Personnel

7

.

Define Charter to Each Member of PO and PT

8

.

Assign Individual Performance Responsibility

9

.

Prepare the PO and PT Organization Chart

10

.

Conduct the Management Kickoff Meeting

11

.

Clarify Relationships with Functional Org

12

.

Physically Consolidate PO Personnel

13

.

Establish Personnel Hiring Requirements & Control

14

.

Make Use of Extra-Divisional Functions, e.g. Central Engineering

15

.

Prepare Project Responsibility Matrix

B

INSTRUCTIONS AND PROCEDURES

1

.

Establish Project Image, Letterhead, Motto, etc.

2

.

Establish a Project Instruction System Issue Instructions For:

3

.

Project Office and Team Organization

4

.

Shop Orders & Responsibilities

5

.

Documentation Issuance & Control

6

.

Scopes of Work

7

.

Technical Specifications

8

.

Trip & conference Reporting

9

.

Project Technical Control

10

.

Engineering Documentation

11

.

Reporting System-Internal & External

12

.

Security Policy

13

.

Patents Policy

14

.

Drafting Policy

15

.

Purchasing & Subcontract Policy

16

.

Priorities & Emergencies

17

.

Scope and Funding Authorization Policy

18

.

Equipment Identification

19

.

Inspection Procedure-Internal & External

20

.

Packing, Shipping, Logistics Policy

21

.

Spare Parts Policy

22

.

Reliability & Product Assurance Policy

23

.

Test Procedures & Acceptance

24

.

Project Meetings & communication Media

25

.

Field & Site Support Operations

26

.

Set up Project File

ITEM

NO.

REQUIRED

PROJECT OFFICE (PO) AND PROJECT TEAM (PT) ORGANIZATION
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FINANCIAL

1

.

Issue Master Contract Release

2

.

Establish Approved Contract, Case and/or Par Cost

3

.

Develop Profit Trade-Offs on Incentive Contracts

4

.

Establish Project Direct Budget

5

.

Establish Project Indirect Budget

6

.

Issue Project Release Document

7

.

Establish Project funding Plan-Customer & Internal

8

.

Obtain Marketing and Engineering Assistance Budgets

9

.

Establish Proposal Funding Policy

10

.

Establish Project Chart of Accounts

11

.

Set up Management Reserve Transaction Register

D

PROJECT DEFINITION

1

.

Establish Approved Contract, Case and/or PAR Scope

2

.

List the Contract, Case and/or PAR Deliverable Items

3

.

Prepare Project Breakdown Structure (PBS)

4

.

Identify Responsible and Performing Organization for Every 

Required Task

5

.

Correlate Project Chart of Accounts to PBS

E

 PROJECT MASTER PLAN, BUDGET AND SCHEDULE

1

.

Identify and Define Project Level Milestones and Interfaces

2

.

Prepare the Project Master Plan and Schedule

3

.

Prepare the Budget Section, Project Cost Performance Reports

4

.

Prepare the Project Detailed Network or Milestone Plan and 

Schedule

5

.

Identify the Critical Schedule Items

6

.

Establish Project Direct labor and Other Source Requirements

7

.

Obtain Resource Availability Reports

8

.

Assure Project & Task Plans and Schedules are Based on 

Available Resources

F

TASK PLANS, BUDGETS, AND SCHEDULES

1

.

Prepare Task and Subtask Schedules and Budgets

2

.

Prepare Task and Subtask Plans and Status Reports

G

WORK AUTHORIZATION AND CONTROL

1

.

Issue Approved Task/Subtask budget and Work Order for Each 

Task or Subtask

2

.

Prepare Initial Task/Subtask Plan and Status Report for Each Task 

or Subtask

3

.

Issue Contracts or Purchase Orders for Outside Organizations

4

.

Release Shop Orders

5

.

Release Internal Work Authorization Documents
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PROJECT EVALUATION AND CONTROL

1

.

Institute Financial Reporting System

2

.

Institute Manpower Reporting System

3

.

Institute Progress Reporting System

2

.

Institute an Earned Value project Management System

Initiate Weekly Updating of:

4

.

Task/Subtask Plan and Status Reports

5

.

Task/Subtask labor Hour Variance Reports

6

.

Project Summary Material and Labor Variance Report

Initiate Monthly Updating of:

7

.

Project Master Plan and Schedule

8

.

Project Cost Performance Reports

9

.

Project Labor Hours Status Chart

10

.

Project Material Cost Status Chart

11

.

Initiate Periodic Project Evaluation & Review Meetings

12

.

Institute Action Assignment Procedures

I

MANAGEMENT AND CUSTOMER REPORTING

1

.

Establish Management Reporting Procedures

2

.

Initiate Submittal of Monthly Mgmt Report on Project

3

.

Initial Submittal of Monthly Reports to Customer

J

MARKETING AND CONTRACT ADMINISTRATION

1

.

Obtain Official Contract Documents

2

.

Define Contract Requirements

3

.

Clarify Type and Status of Contract

4

.

Establish Official Channels of Communication

5

.

Establish Personal Contacts with Customer

6

.

Arrange for Overtime Forecasts and Approval

7

.

Clarify Prime Booking Policy

8

.

Clarify Security Requirements

9

.

Determine Contract Close-Out Requirements

10

.

Establish Proof of Shipment Requirements

11

.

Provide for Negotiations with Customer

12

.

Define Waivers Granted

13

.

Assure That Accountability is Maintained

14

.

Define Deliverable Items

15

.

Clarify with Customer Acceptance Test Requirements

16

.

Institute a Project Public Relations Function

K

1

.

Determine GFE Requirements

2

.

Determine Method of Submitting Requests to Customer

3

.

Establish Approval Requirements and Cycle

4

.

Identify Source of GFE

5

.

Issue Procedures to be Used in Obtained GFE

6

.

Clarify Method of Obtaining Funds for GFE

7

.

Establish Format and Procedures for Documentation

8

.

Institute Procedures for Negotiating Cost and Fee

9

.

Institute Procedures for handling GFE Spares

GOVERNMENT OR CUSTOMER FURNISHED EQUIPMENT & SERVICES (GFE)
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EXTENSIONS-NEW BUSINESS

1

.

Assign Responsibility for System/Project Growth

Establish Processing Procedures For:

2

.

Contract Extensions and New Business

3

.

Changes in Scope to the Contract

4

.

Establish the System Growth Objectives

5

.

Prepare Booking and Business Forecasts

6

.

Prepare Program Brochures, Papers, Articles

M

PROJECT RECORDS CONTROL

1

.

Determine Records Control Requirements

2

.

Physical Equipment, Space and Personnel Required

3

.

Method of Control, Filing, Routing, etc.

4

.

Reproduction Methods and Requirements

5

.

Special Requirements for Classified Documents

6

.

Mail Distribution and Messenger Service

7

.

Central Facility and/or Satellite

8

.

Procedures for Special Requests

9

.

Procedures for Out-of-Plant Mail

10

.

Establish Standard Distributions

11

.

Maintain Significant Project Historical Data

N

1

.

Determine Major Subcontractors and Vendors

2

.

Establish Responsibility and Approval Cycles for Contractual 

Documents

3

.

Establish System to Monitor Subcontractor Cost, manpower, Status,

Progress Problems, etc.

4

.

Establish Policy for Proposal Negotiation

5

.

Establish Policy for Changes in Scope

6

.

Provide Subcontractor Liaison

7

.

Comply with Small Business Requirements

8

.

Establish Make or Buy Policy

9

.

Develop Procedures for Subcontractor Close-Out for Each 

Subcontractor or Vendor,

Determine:

10

.

Scope and Other Contractual Requirements

11

.

Contract Type and Status

12

.

Financial Status

13

.

Overtime Requirements and Approval

14

.

Security Requirements

15

.

Proof of Shipment Requirements

16

.

Procedures for Residual Inventory

17

.

Special Provisions

O

SYSTEM ENGINEERING AND PLANNING

1

.

Define Functional Requirements of System

2

.

Provide System Block Diagram

3

.

Establish Major Subsystems

4

.

Indicate major Inputs and Outputs

Determine Performance Requirements for Major Performance Studies 

& Computer Simulations For:

5

.

Accuracies

6

.

Errors

7

.

Reliability & Redundancy Requirements

8

.

Deployment

9

.

Strategy

10

.

Environmental Factors (Natural & Artificial)

11

.

New Techniques

12

.

Man/Machine Considerations

13

.

Priorities

14

.

Trade-offs

15

.

Alternate Approaches

16

.

Establish System Growth Objectives

17

.

Establish Plan for System Improvement

18

.

Deliverable Computer Programs

19

.

Checkout/Exercising Equipment & Support

20

.

Data Extraction Areas & Data Reduction

21

.

System Integrity & Integration

22

.

Establish Technical Performance Reserves

23

.

Prepare Functional Cost Effectiveness Model

PURCHASING AND SUBCONTRACTING LIAISON AND POLICIES
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PROJECT ENGINEERING

        Detail Equipment Specifications:

1

.

Design

2

.

Performance

3

.

Environmental

4

.

Concept Approval

5

.

Design Approval

6

.

Interface (Input-Output)

7

.

Drawing

8

.

Reliability

9

.

Test

10

.

Shakedown Spares

11

.

Site Support

 

Specifications:

12

.

Overall System (Performance & Test)

13

.

Subsystem

14

.

Interface (Tie Subsystems Together)

15

.

Integration (Test Subsystems Together)

Test Facility:

16

.

Single Cabinets

17

.

Single Subsystems

18

.

Interconnected Subsystems

19

.

Entire System

20

.

Preliminary Engineering Inspections (PEI)

21

.

Development Engineering Inspection (DEI)

22

.

Equipment Scale Models and Mock-Ups

23

.

Establish Formal Design Freeze Requirements

Q

DESIGN AND DEVELOPMENT EQUIPMENT ENGINEERING

1

.

Prepare Technique Studies

 

 

Development and/or Design:

2

.

Electrical

3

.

Mechanical

4

.

Breadboard

5

.

Initiate Drafting

6

.

Write Vendor Specifications

7

.

Write Test Specifications

8

.

Release of Purchase Orders

9

.

Establish System for Drafting Follow-up

10

.

Establish System for Model Shop Follow-up

11

.

Establish System for Testing Equipment

12

.

Rework Equipment (ECN Writing)

13

.

Write Reports (Status, Technical, etc.)

14

.

Prepare and Review Inputs to Review Boards

15

.

Equipment Power requirements

16

.

Test Equipment (Special and Standard)

17

.

Aerospace Ground Equipment

R

R. PROJECT INTEGRATION AND EQUIPMENT SUPPORT

1

.

Prepare Hardware, Material, Environmental Specs

Establish Design Engineering Requirements For:

2

.

Equipment Nameplates

3

.

Instructions to Packing

4

.

Equipment Ident. & Installation Location

5

.

Interface Wiring

6

.

Issue Joint Quality Control Document

7

.

Institute Configuration Control Program

8

.

Establish Design Review Program

9

.

Establish Design Change Control Procedure

S

MANUFACTURING POLICIES AND LIAISON

1

.

Establish Method of Monitoring Factory

2

.

Determine Factory Release Requirements

3

.

Prepare Detailed mfg. Release Plan

Institute Factory Follow-up Procedures Covering:

4

.

Release by EN or ER (Eng. Notice or Release)

5

.

First Piece Review & Approval

6

.

Factory Engineering Problems, ECN’s

7

.

Monitoring of Test Methods & Procedures

T

RELIABILITY-PRODUCT ASSURANCE

1

.

Establish Project Reliability Plan

2

.

Establish Method for Material Control

3

.

Prepare Product Assurance Contract Checklist
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CONSTRUCTION AND EMPLACEMENT INSTALLATION

1

.

Develop C&E Drawings & Specifications

2

.

Review Customer Construction Plans and Specs

3

.

Special Studies to Establish Design Criteria

4

.

Obtain Siting & Configuration Requirements

5

.

Establish On-Site Customer Support

6

.

Develop Plan & Specs for Construction & Empl.

7

.

Prepare Emplacement Instruction Documents

8

.

Procure material for Emplacement

9

.

Procure Service for Emplacement

W

SPARE PARTS

1

.

Establish Policy Agreement with Customer

2

.

Determine Type of Contract for Spares

3

.

Establish Method of Generating Requirements

4

.

Clarify Customer Approval Requirements

5

.

Decide Who Will Provide Spares

6

.

Determine Method of Funding

7

.

Establish Interim Release Provisions

8

.

Determine Method of Procurement

9

.

Determine Loadings (Requisition Engineering, Pack 

Transportation, etc.)

10

.

Write Procedures for Documenting & Negotiating

11

.

Determine Procedures for Provisioning Documentation

12

.

Institute Requirements for Provisioning Documentation

13

.

Institute Requirements for Item Description Program

14

.

Identify Specifications Invoked

X

SITE TECHNICAL OPERATIONS

1

.

Plan and Conduct Training Programs

2

.

Prepare Qualitative Personnel Requirements

3

.

Prepare Quantitative Personnel Requirements

4

.

Prepare Installation, Checkout & Test Plan

5

.

Prepare Operating & Maintenance Plan

6

.

Prepare Operating & Maintenance Documents

7

.

Manage Site Installation Activity

8

.

Perform System Checkout Acceptance Tests

9

.

 Participate in Product Improvement and Modifications

Y

SITE ADMINISTRATION OPERATIONS

1

.

Select the Site Operations Manager & Staff

2

.

Institute Site Operating Procedures

3

.

Establish Administrative & Personnel Support

 

 

Establish General Services:

4

.

Mail, Message Center, Document Control, etc.

5

.

Financial, Cashier, T&E Control, etc.

6

.

Communications, TWX, Phone, Radio, etc.

 

 

Establish Technical Services:

7

.

Machine Shop, Model Shop

8

.

Test Equipment Laboratory Facilities

9

.

Drafting, Photographic, Weather

 

 

Establish Personal Services:

10

.

Housing, Food, Laundry

11

.

Medical, Dental, Mortuary, Religious

12

.

Protective, Safety, Security

13

.

Recreation, Company or Government Store

14

.

Prepare a Brochure on Site Accommodations

Z

TRANSPORTATION & LOGISTICS

1

.

Verification of Shipments and Receipts

 

 

Establish Passenger and Freight System:

2

.

Commercial and/or Military

3

.

Domestic and/or Foreign

4

.

Establish with Customer POE and POD (Port of Embarkation 

and Delivery)

5

.

Institute Courier System, Courier Box

6

.

On-Site Transportation Requirements

7

.

Special Air Charters

8

.

Transportation Plan for Equipment

9

.

Warehousing, Staging, Material Handling
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