Southern Cross Infrastructure Programme

Friday Afternoon Checklist

Friday Afternoon Checklist
Project Progress
· All updates to scope incorporated into project / stage plan

· New total duration / milestones calculated (completion date) and checked against plans
· New total effort calculated and checked against plans
· New forecast total cost calculated and checked against plans
· Finance report and schedule incorporated into checkpoint report

· Other tolerances calculated and checked

· Has tolerance for cost / time / effort been exceeded (Action required)
Forecast (rolling 30 days)
· Key tasks identified, float time identified
· Key milestones identified

Human Resources Forecast
· Staff / contractor availability forecasted (eg leave calender)
· Current skill and experience set adequate for forecasted tasks

· Reserve resources identified

· Staff / contractor birthdays identified

Equipment & Services Forecast
Note: Conduct the following check on each individual procurement action.
· Procurement plan updated and remains feasible
· Logistics plan is adequate
· Risk analysis / management conducted?

· Contingency plans in place?

Project Team

· Reflect on team / individual workload and morale

· Vacancy filling on track
· New staff arriving – induction planned
· Existing staff leaving – exit interview scheduled, termination process initiated.  Review impact on team
· Staff performance notes made to file, One-on-one meetings scheduled.
Project Processes
Communications

· Stakeholder communications completed as per communications plan
· Stakeholder salience checked
· Project team communications completed as per communications plan
· Team members have all the necessary information for work in the following week.  Work Packages prepared
· Missing information is prioritised and delivery scheduled with staff member, alternative activities scheduled
· All corporate / programme messages communicated to project team
Issue Management

· All new issues identified and entered into log

· Progress on all current issues reviewed, updated and communicated

· All Priority 1 issues reported (does impact exceed tolerance?)
Change Control

· All new changes identified and entered into log
· Change board has returned all decisions and all plans updated
· Progress on all current changes reviewed, updated and communicated
Risk Management

· New risks identified, analysed and actioned

· Existing risks reassessed in the light of recent changes
Quality Management

· All new products reviewed against quality requirements
· If some failed, why? What impact does this have on your project?

· Quality log updated

· Upcoming quality reviews identified and planned
Knowledge Management

· All new lessons learned identified and entered into log
· Project files inspected

· Configuration management records inspected






� Look for the signs of poor morale and/or burn out.  For example, new conflict within team, little or no knowledge and skills sharing, project procedures are not being followed, changes in mood and staff arriving late.
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