
 

 
 
 

Project initiative checklist for consultants 
 
 

Defining the project 
Before jumping into a project, there needs to be alignment between you as the consultant and client 
leadership. 
 

❏ Determine if the project is cross- or mono-functional. 

❏ Identify stakeholder(s). 

❏ Define project phase(s) and duration. 

❏ Determine what kind of education and documentation will be necessary. 

 
 

 

Before you kick off the project 
Set your client up for success. The most successful projects are those led by a project manager and 
sponsor. Identifying those key players—in addition to having a clear understanding of the level of 
work demanded and how accountability will be measured—will set the tone for the project. 
 

❏ Name the project manager. 

❏ Secure an executive sponsor. 

❏ Define the role for each project team member. 

❏ Scope out the level of load for each. 

❏ Agree on how progress will be tracked (i.e., what systems or software will be used).  

 
 

 
Business context surrounding the project 
The executive sponsor, project manager, and key stakeholders all need to agree on the business 
context. This helps keep the project aligned with the overall business goals. 
 

❏ Define the business problem that needs to be solved.  

❏ Project ROI.  

❏ Determine how success will be defined in the short and long term.  

 
 



 

 
 
 

Project specifics 
Meant more for project manager, these project-specific questions should be asked throughout the 
duration of the project to help keep it on track. 
 

❏ What is inside the scope of the project? 

❏ What is outside the scope of the project? 

❏ What are the initial project requirements? 

❏ What are the deliverables that will need to come out of this project? 

❏ What are the assumptions? 

❏ What are the known constraints?  

 
 

 
Project parameters 
These parameters will keep the project team on track and drive accountability. 
 

❏ Establish the forecasted and actual budgets. 

❏ Calculate the internal and external costs. 

❏ Determine how the budget will be broken down. 

❏ Establish the project timeline. 

❏ (As a best practice, work backwards from the deadline.) 

❏ Decide which collaboration and communication tools the project team will use. 

 
 

 
Project risk log 
Use this as a guide to building your risk log and anticipating any hurdles to completion. 
 

❏ Hold pre-mortem. 

❏ Hold post-mortem. 

❏ Do status checks throughout to make sure the project is on time and on budget. 

❏ Identify any risks or dependencies associated with this project and build into timeline.  


