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Information Checklist to Initiate New Project

Some of the follow items of information may have already been provided and should not be included in the questions to the client requesting the project.  The following items are necessary to select a qualified designer and enter project information into PROMIS.

1.  Program Year

2.  Program Funds

3.  Project Title

4.  Location

5. Program Amount and how it was determined

6. Funding limitations

7.  Scope of Work

8.  POC (name, phone, and email) for Program Agency 

9.  POC for Installation Engineer

10.  POC for Using Agency

11. Date, Time and Place for pre-design meeting

The follow list is additional information on special requirements that could be requested based on the type of project.  Some of this information should be discussed at the pre-design meeting if the client does not fully understand the questioned item.

1.  Mandatory award date 

2.  Security restrictions 

3.  Real estate issues 

4.  Quantity distance for explosives

5.  Collective protection

6.  Handicapped accessibility

7.  Anti-terrorist/Force protection issues

8.  Airfield clearance

9.  Risk of flooding

10. Environmental concerns

11. Standard design

12. Technical experts involved

13. POC for Technical Experts 

14. Specialized equipment

15. As-Built drawings available

16. Asbestos testing data available

17. Preference for design, such as full, with charrette, or simplified 

18. Preference for acquisition strategy, such as new construction contract, JOC, or IDIQ

Following discussion with the Client about the above project information, the PM will prepare a memorandum that confirms the Client’s expectations for project scope, cost, schedule and quality.  This memorandum is then provided to the Client for their concurrence, to the PDT members for their understanding at the initial PDT meeting, and attached to the PMP.
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