Daily/Weekly Project Review Checklist

· Review the work plan

· What is complete since the last review?

· What didn’t finish that should have finished?

· What didn’t start that should have started?

· What’s coming up in the next day/week?

· Do you have enough people to finish?

· What’s the projected end date?


· Review the problems/changes

· What items have been closed since the last review?

· What’s the status of the open items?

· If the item is past due, what is being done about it?

· What items are coming due?

· Are there any new items?

· Are there other challenges that need to be addressed?


· Review the money

· How much was spent since the last review?

· Are there outstanding or overdue bills? How much is owed on them?

· How much money is remaining?

· How much money do you need to finish?

