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P r o j e c t  C h e c k p o i n t  C h e c k l i s t 

T h e p u r po s e  of  t h is  c h ec k p o in t  p r o c e d ur e  i s  t o  le a v e  y o u r  p r o j ec t  o r  p o s it i o n  s o  i t c a n 
b e  s u c c es s f u ll y  i nh e r i te d  a nd / o r  r e s t ar t e d  b y  a no t h e r  p e r s o n .  ( A  c h ec k p o in t  i s  a  p oi n t 
w h er e  a  p r o j ec t ’ s  n o r m al  o p er a t i on  i s  m o m e nt a r i ly  s u s p e n d ed  t o  d e t e r m i n e  i t s  s t a t u s . ) 

D a t e                  P r oj e c t                                    N a m e                                                  

Organize Physical Files

 Make sure all physical files (folders, archives, notebooks, etc.) are organized and
labeled

Organize Computer Files

 Make a list of filenames with brief descriptions, designating whether active or
non-active

 Printout all text files, place in notebook, label notebook

Organize Source Materials

 Manuals

 Cassette interview tapes

 Other (specify)

Write Status Report

 Develop a written Project Status Report, including brief history, SMEs (Subject
Matter Experts), what remains to be done, recommended actions, Do-List

Conduct a Checkout Meeting

R e vi e w  th e  f ol l o w in g  w it h  y ou r  m an a g e r  a n d  r e p l ac e m e nt  ( u s e  C h ec k o u t M e e ti n g 
A g en d a  o n t h e  n e x t  p a g e , a s  ou t l i ne ) : 

 Project(s) Status Report(s)

 Physical files

 Computer files

 Source materials

 Paperwork

S u b m i t t ed D a te                               S ig n e d                                                 

A p p r o v e d D a te                               S ig n e d                                                 
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C H EC K O U T M E E TI N G  A G E N D A 

C o nd u c t  a  c h ec k o u t m e e ti n g  w i t h  yo u r  ma n a g er  a n d r e p la c e m en t .  I t  i s  b e s t  t o  r ec o r d 
t h e m e e ti n g  on  t a pe  ( a ud i o  or  v i de o ) ,  w h i c h c a n  t h e n  b e c o me  a d di t i o na l  t r a i n i ng 
m a te r i a ls  f o r  y o u r  r e p la c e m en t . 

P h ys i c a l F i l es 

What are they?

Where are they?

C o m p u t e r F i l es 

What are they?

Where are they?

S o u r c e  Ma t e r ia l s 

What are they?

Where are they?

S t at u s  R e p o r t ( s ) 

Where located?

O t h e r  C om m e n t s 
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