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General:

A collection of typical activities, tasks and milestones from the Work Plan Standard is gathered in the list below.  This collection is sorted by project phase, and provides space for the Project Manager or Implementation Manager to enter the Original and Actual dates of completion for each item.  

When accurately and diligently maintained, this checklist provides a ‘snapshot’ view of the project’s status.  It identifies where the project is located on the project lifecycle timeline, and whether the project is behind, ahead of, or on-schedule for Implementation.

The purpose of this document is to track the appropriate Project Tracking requirements.
Guideline:

Project Tracking Checklist

Project Name: ______________________________________________________

	
	Checkpoint
	Original Completion Date
	Actual Completion Date

	1
	Planning
	
	

	A
	Project Plan Complete and Signed-Off
	
	

	2
	Requirements Definition
	
	

	A
	Requirements Document Complete and Signed-Off
	
	

	B
	Security Requirements Documented and Signed-Off
	
	

	C
	Service Level Agreement Complete and Signed
	
	

	3
	General System Design (GSD)
	
	

	A
	General System Design (GSD) Document Complete and Signed-Off
	
	

	B
	Project Plan Updated to Establish Functional Baseline
	
	

	C
	Performance (Capacity Loading) Plan Complete
	
	

	D
	Complete DPSR/ITRM Process
	
	

	4
	Detailed System Design (DSD)
	
	

	A
	Physical Data Model Reviewed & Signed-Off
	
	

	B
	Complete ESCA
	
	

	C
	Distribute Coding Standards and Document Compliance
	
	

	D
	Detailed System Design Document Complete & Signed-Off
	
	

	5
	Development
	
	

	A
	Define Unit Testing Checklist
	
	

	B
	100% Unit Testing Completed and Signed-Off
	
	

	C
	Integration, System, and Acceptance Testing Scenarios Complete and Signed-Off
	
	

	D
	Final Capacity Plan Complete and Signed-Off
	
	

	E
	Operational Documentation Completed
	
	

	6
	System Integration and Testing
	
	

	A
	Integration Testing Results Complete & Signed-Off
	
	

	B
	Acceptance Test Team Training Complete
	
	

	C
	Installation Go/No Go Signoff Received
	
	

	D
	Complete Training Manuals
	
	

	E
	Complete Detailed Installation Plan
	
	

	F
	Refine Operational Documentation
	
	

	7
	Acceptance and Installation
	
	

	A
	Installation in TFP Environment Complete
	
	

	B
	Performance/Stress/Volume Testing - Standalone & Enterprise Complete
	
	

	C
	Web Accessibility Testing
	
	

	D
	Test for Production (TFP) Complete
	
	

	E
	Operations Training Complete
	
	

	F
	Implementation Go/No Go Signoff Received
	
	

	G
	Identify Release Coordinator
	
	

	H
	Execute Implementation Plan
	
	

	I
	Operations Accepted System
	
	

	J
	User Training Complete
	
	

	K
	Organize and Conduct Phase Exit Review
	
	

	L
	Organize and Conduct Recognition Event
	
	

	8
	Project Close-Out
	
	

	A
	Compile Project Metrics
	
	

	B
	Compile Deliverables
	
	

	C
	Organize and Conduct Project Exit Review
	
	

	D
	Gather, Compile and Document Lessons Learned
	
	

	E
	Organize and Conduct Recognition Event
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All guidelines and referenced documentation identified in this standard will be subject to review and possible revision annually or upon request by the DHS Information Technology Standards Team. 
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