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PRJ – Template –Project Review Checklist

IBPL Sample Template
Project Review Checklist 
Project Review Checklist

	Intended use of this checklist
	For a project team and/or a Project Manager to evaluate the effectiveness of team reviews, formal progress reviews, and work product reviews. The checklist contains items to consider when planning, conducting, and following up actions after a review.


	ID
	
	Items to be considered

	
	
	Team Reviews

	1
	
	Has the purpose of the review been determined and communicated?

	2
	
	Has the agenda for the review been developed?

	3
	
	Have the review items been prepared? Items such as the following should be included:

· Current action items, issues, risks

· Status of technical activities

· Plans for next activities

	4
	
	Have action items been followed up as appropriate? Items such as the following should be included:

· Due date assigned

· Responsible party

	5
	
	Have next tasks been assigned?

	6
	
	Have purpose and goals been reviewed to determine success? 

	7
	
	Has process been reviewed to identify improvements?

	8
	
	Other?

	
	
	Formal Progress Reviews

	9
	
	Has the purpose of the review been determined and communicated?

	10
	
	Has the information to be prepared and/or presented been identified?

	11
	
	Have assignments been made to gather, prepare and present the information for the review? 

	12
	
	Have the participants for the review been identified and notified?

	13
	
	Have the logistics of the review been established? 

	14
	
	Has the agenda for the review been prepared and distributed for comments? Have comments been resolved?

	15
	
	Has a review package been developed and distributed to the participants, with ample review time? The review package should include at least the following:

· Agenda identifying time allotted and responsible party

· Current action item list, issues, and risks

· Status of technical activities

· Information on critical decisions to be made and possible alternatives

· Plans for next activities

	16
	
	Has the information for the review been prepared? Items such as the following should be included:

· List of accomplishments in the last period

· List of plans for the next period

· Milestone progress reports (planned to actual)

· Staffing profile (planned to actual)

· Cost profile (planned to actual)

· Size and Critical Computer Resources (if appropriate)

· Risk Management Status

· Action Item Status

· Quality Assurance Status 

· Configuration Management Status

· Requirements Management Status

· Updated Cost-Benefit Analysis

	17
	
	Has the review been conducted? 

	18
	
	Has agreement been obtained on next course of action?

	19
	
	Have assignments been given commensurate with next course of action?

	20
	
	Have action items been assigned

	21
	
	Have minutes from the meeting been distributed?

	22
	
	Have purpose and goals been reviewed to determine success? 

	23
	
	Has the process been reviewed to identify improvements?

	24
	
	Other?

	
	
	Work Product Reviews

	25
	
	Have the work products to be reviewed been identified?

	26
	
	Has the type of review been selected? Alternatives include:

· Informal walk through by several team members

· Technical review by project team members and stakeholders

· Inspection by project team members(and perhaps others)

	27
	
	Have the goals of the review been established?

	28
	
	Has a moderator/facilitator been selected?

	29
	
	Has a review package been developed and distributed to the participants with ample review time? The review package should include at least the following:

· Work product to be reviewed

· Related templates, guidelines, other background information

· Forms with which to record defects, questions, issues

	30
	
	Have results of the review been used to update the work product? 

	31
	
	Have the goals of the review been reviewed to determine success?

	32
	
	Has process been reviewed to identify any improvements?

	33
	
	Other?
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