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--- PROJECT INITIATION & MILESTONE DEFINITION ---
[ ] Project Name
[ ] Project Objectives
[ ] Project Start Date
[ ] Target Completion Date
[ ] Project Priority Level (Low, Medium, High, Critical)
[ ] Key Deliverables (Documentation, Software/Code, Hardware, Market Research, Prototype)
[ ] Project Charter/Scope Document

--- STAKEHOLDER ALIGNMENT & RESPONSIBILITY ASSIGNMENT ---
[ ] Project Sponsor Name
[ ] Key Stakeholder Groups Involved (Executive Leadership, Project Management Office (PMO), Legal & Compliance, Operations Team, External Vendors, Finance/Accounting)
[ ] RACI Assignment Method (Responsible, Accountable, Consulted, Informed)
[ ] Stakeholder Communication Plan
[ ] RACI Matrix Document
[ ] Stakeholder Approval Signature

--- TIMELINE DEVELOPMENT & DEADLINE SETTING ---
[ ] Project Start Date
[ ] Target Milestone Completion Date
[ ] Priority Level (Low, Medium, High, Critical)
[ ] Dependencies Identified (Resource Availability, Budget Approval, Third-party Vendor Delivery, Legal/Compliance Approval)
[ ] Buffer Duration (Days)
[ ] Timeline Risk Assessment

--- RESOURCE ALLOCATION & CAPACITY PLANNING ---
[ ] Assigned Project Lead
[ ] Required Resources (Human Capital (Internal Staff), Freelancers/Contractors, Software/SaaS Tools, Hardware/Physical Equipment, Budget/Financial Allocation)
[ ] Estimated Man-Hours Required
[ ] Resource Availability Deadline
[ ] Resource Gap Analysis
[ ] Department Head Approval

--- PROGRESS MONITORING & STATUS REPORTING ---
[ ] Last Status Update Date
[ ] Current Project Health Status (On Track, At Risk, Delayed, Blocked)
[ ] Overall Milestone Completion Percentage
[ ] Progress Summary & Key Achievements
[ ] Identified Bottlenecks (Budget Constraints, Resource Shortage, Technical Issues, Dependency Delays, Scope Creep)
[ ] Updated Project Schedule/Gantt Chart
[ ] Project Manager Verification

--- RISK IDENTIFICATION & MITIGATION PLANNING ---
[ ] Identified Risk Name
[ ] Risk Impact Assessment
[ ] Risk Severity Level (Low, Medium, High, Critical)
[ ] Mitigation Strategy
[ ] Mitigation Deadline
[ ] Risk Assessment Documentation
[ ] Project Manager Approval

--- MILESTONE COMPLETION & QUALITY ASSURANCE ---
[ ] Quality Criteria Verification (All technical requirements met, Stakeholder approval received, Documentation updated, Budget compliance verified)
[ ] Actual Completion Date
[ ] Discrepancies or Deviations Found
[ ] Proof of Completion (Deliverable/Certificate)
[ ] Project Manager Approval

--- POST-MILESTONE REVIEW & DOCUMENTATION ---
[ ] Review Completion Date
[ ] Milestone Status (Successfully Completed, Completed with Delays, Failed/Cancelled)
[ ] Key Lessons Learned
[ ] Root Cause Analysis of Missed Deadlines
[ ] Documentation Updated (Project Roadmap, Resource Plan, Risk Register, Budget Report)
[ ] Post-Project Report Attachment
[ ] Project Manager Approval
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