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--- PRE-ALLOCATION AUDIT & INVENTORY ---
[ ] Audit Completion Date
[ ] Current Total Headcount
[ ] Existing Resource Categories (Full-time Employees, Contractors/Freelancers, Interns, Automated Bots/Software Agents)
[ ] Current Skill Inventory Summary
[ ] Current Team Skill Matrix Document
[ ] Audit Status (In Progress, Reviewing, Completed)

--- PROJECT DEMAND ASSESSMENT ---
[ ] Project Name
[ ] Project Scope and Objectives
[ ] Project Start Date
[ ] Target Completion Date
[ ] Estimated Total Man-Hours Required
[ ] Project Priority Level (Low, Medium, High, Critical)
[ ] Required Departmental Resources (Engineering, Marketing, Product Management, Design, Legal/Compliance)
[ ] Project Brief or Specification Document

--- BUDGET & FINANCIAL ALIGNMENT ---
[ ] Total Allocated Budget Amount
[ ] Budget Approval Status (Pending Approval, Approved, Under Review, Rejected)
[ ] Budget Review Deadline
[ ] Cost Justification Notes
[ ] Financial Authorization Document

--- SKILL GAP & TRAINING ANALYSIS ---
[ ] Identified Skill Gaps (Technical/Hard Skills, Leadership/Management, Software/Tool Proficiency, Soft Skills/Communication, Regulatory/Compliance Knowledge)
[ ] Detailed Gap Analysis Report
[ ] Training Completion Deadline
[ ] Training Delivery Method (Internal Mentorship, External Workshop, Online Certification Course, On-the-job Training)
[ ] Estimated Training Budget Required ($)
[ ] Training Curriculum or Syllabus

--- WORKLOAD DISTRIBUTION & CAPACITY PLANNING ---
[ ] Assigned Team Members (Project Lead, Junior Associate, Subject Matter Expert, External Contractor)
[ ] Estimated Hours per Week
[ ] Priority Level (Critical, High, Medium, Low)
[ ] Allocation Start Date
[ ] Capacity Constraint Notes
[ ] Department Manager Approval

--- TOOLING & SOFTWARE PROVISIONING ---
[ ] Required Software Access (Project Management Tool (Jira/Asana/Monday), CRM Access, Communication Suite (Slack/Teams), Design/Development Environment, Financial/ERP Access)
[ ] Software License Keys/Credentials Reference
[ ] Provisioning Completion Deadline
[ ] Software Access Approval Documentation
[ ] Hardware Delivery Status (Not Required, In Transit, Delivered & Setup)
[ ] Additional Tooling Requirements & Notes

--- RISK MITIGATION & CONTINGENCY PLANNING ---
[ ] Identified Risk Description
[ ] Contingency Strategy
[ ] Risk Impact Level (Low, Medium, High, Critical)
[ ] Mitigation Action Types (Resource Redistribution, Budget Increase, Deadline Extension, Outsourcing/Freelance Support, Scope Reduction)
[ ] Risk Review Deadline
[ ] Risk Assessment Documentation
[ ] Department Head Approval

--- COMMUNICATION & STAKEHOLDER HANDOVER ---
[ ] Handover Completion Date
[ ] Primary Stakeholder (Department Head, Project Manager, Operations Director, External Client)
[ ] Distribution List (Email All Team Members, Update Project Management Software, Update Shared Resource Calendar, Notify Finance Department)
[ ] Communication Summary/Notes
[ ] Signed Handover Approval Document
[ ] Stakeholder Acknowledgment

--- MONITORING & RE-EVALUATION SCHEDULE ---
[ ] Next Review Date
[ ] Review Frequency (Weekly, Bi-Weekly, Monthly, Quarterly)
[ ] Key Performance Indicators (KPIs) to Monitor (Utilization Rate, Task Completion Rate, Budget Variance, Employee Overtime Hours, Project Milestone Slippage)
[ ] Adjustment Notes & Observations
[ ] Department Head Approval
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