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Replace PM Desk Guide with a comprehensive set of 

tools and resources to ensure Consistent and Proactive

project management throughout the University.

Improve Our Game Goal



Project Management Tools and Resources

Quantitative (eBuilder) Qualitative (need)

• Consistent Processes

• Approval Management

• Data Management

• Reporting

• Manage Documents

• Consistent Engagement

• Consistent Delivery

• Define Expectations

• Share Knowledge 

Develop and enhance the craft of project management 



File Name?

Status?

Document Type?

Inventory Phase

Is it the right tool for the task?

Group?

Author?

Project Phase?



What we Discovered

What is the best First Point of Interface for PMs?

• Over 40 documents and resources  

• Many excellent tools and templates

• Redundancies 

• Inconsistent formatting

• Lack of organizing structure 

• Stored in several locations

• Expectations for use not clear



Checklists as a Qualitative Tool

Key Takeaways:

• Power of Checklists

• Complexity & # of Tasks

• Avoidable Failure

• Two Types of Checklists

DO-CONFIRM 

READ-DO

Interactive checklist most useful for PMs. 



A Checklist for Checklists

Checklist should be easy to use. 



New Checklist Format & Structure

Pre-Design Design Bid Construction Close Out 
Phase

Consistent format and structure to encourage use.

New Checklist Format & Structure

Pre-Design Design Bid Construction Close Out 

Phase

Consistent format and structure to encourage use.



Checklist Example 

Quick links to key documents and resources.



Checklist Example 

These checklist are for you (Project Leaders).

Why use this check list?

• Stay on task 

• Reminder of process 

• Delegate work

• Various meetings

• Track progress





Checklist Example

Key resources at your fingertips.





Checklist Example - Document Review 

Capture institutional knowledge for document reviews.



Checklist Example – Bid Phase 

Quick links to key documents and resources.





• Roll out Checklists at Sept 26th PMPD

• Pilot Drafts in eBuilder Folder Oct 8th

• Three Month Pilot Phase to Gather Feedback

• Explore Intranet Access Opportunities 

• Go Live with Final Version Jan 1st (six month update cycle)

• Next Phase: Guidance Docs & Templates (Jan – Mar)

Timeline
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