Pre-Design Phase

Project Launch Checklist

Project: Project Name (eB #)

If the Project Details Page contains FCS Steward Engagement information then connect with the
indicated parties

[0 Notify Project Contact/Requester you are the PM & begin dialogue with key
stakeholders

[0 Coordinate next steps including meetings with key stakeholders to determine
required approvals (Cornell and Municipal)

[0 Schedule project launch meeting and attach a draft of the Project Charter

(reference Project Charter — Guidance Document). Invite finance manager to
project launch meeting (especially if it is state funded).

[ Update eBuilder details page per final project charter, save project charter
document in 01.10 Intake Materials folder in eBuilder.

[1 Determine consultant procurement options and develop procurement plan in PD2
(Cornell) or PD3 (State)

[1 Determine required Cornell Approvals Capital Project Authorities Capital Project
Approvals Authorities

[0 Refer to Project Approval Calendar to determine approval schedule constraints

[1 Develop high level project timeline including consultant procurement and all
approvals in Office Timeline and distribute to stakeholders for input and review

[J Lock in meeting dates in advance for key stakeholders, per design phase

[1 Draft project budget using eBuilder Cost Code Budget Template (on state-funded

projects check budget with SUCF Finance Manager)

[0 Draft Project Meeting Groups using the Project Meeting Group Template and

Project Meeting Groups Example
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https://app.e-builder.net/public/publicLanding.aspx?QS=0972fea3e2eb44f1871ea0c9cf671a16
https://app.e-builder.net/public/publicLanding.aspx?QS=bbeb58594ce24d3690acbaa1c7e03f65
https://app.e-builder.net/public/publicLanding.aspx?QS=2b9a1a113a774691ad3103b5025cbbdd
https://app.e-builder.net/public/publicLanding.aspx?QS=2b9a1a113a774691ad3103b5025cbbdd
https://fcs.cornell.edu/sites/default/files/2023-07/Projects%20Approval%20CALENDAR%202023-24%20Final_July%202023%20Update.pdf
https://app.e-builder.net/public/publicLanding.aspx?QS=08c0f8f3c4b242b1a1fbeb3f95f79ff8
https://app.e-builder.net/public/publicLanding.aspx?QS=5349c27c2dda46eea4a9377f96b89f2d
https://app.e-builder.net/public/publicLanding.aspx?QS=08e523c292eb4284a9c7751dfa2c2f2a

[ Initiate consultant selection checklist for Cornell funded projects (PD2)
[0 Initiate consultant selection checklist for State funded projects (PD3)

[0 Activities requiring FPARs and Studies, initiate FPAR Approval Checklist (PD4)
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https://fcs.cornell.edu/when-par-required
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