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Project Management Self-Assessment

The Project LAUNCH Technical Assistance Team has developed this tool to stimulate grantee thinking about project management activities. It is not intended as a step-by-step guide or an all-inclusive list, but rather as a helpful tool to identify and assess project management activities. We also encourage grantee leaders to review the list and identify other indicators that they can use to assess their efforts.  Please refer to the TA Team’s other self-assessments that can be found on our Web site (http://projectlaunch.promoteprevent.org/implementation/sustainability). The TA team is available to answer questions about this tool, discuss how it might be used by grantees, and engage directly in planning with grantee staff.
	
	What Project Management Steps Have We Taken So Far?
	Thinking About It
	Taking Action
	Completed/Ongoing
	Does Not Apply
	Comments

	
	IMPLEMENTATION PLANNING
	
	
	
	
	

	1
	Project creates detailed implementation plans (based on strategic plan) that include major tasks to be accomplished, timeframes, and staff responsible. 
	
	
	
	
	

	2
	Project identifies subcontractors and other service delivery providers whose staff reflects the population of the community.
	
	
	
	
	

	3
	Project partners with assigned state and/or local financial manager to ensure that proposed plans and contracts comply with federal/state/organizational requirements.
	
	
	
	
	

	4
	Project develops and executes detailed sub-contract/ agreement/MOU with local Project LAUNCH program (state grantee only) and/or other subcontractors
	
	
	
	
	

	5
	Project encourages local-level systems building by including expectations for cross-project communication and collaboration in sub-contracting agreements.  
	
	
	
	
	

	
	RECORD-KEEPING
	
	
	
	
	

	6
	Project creates and maintains files for grant-related documents, (e.g., original application, semi-annual reports, communications with GPO, budget submissions and amendments.)
	
	
	
	
	

	7
	Project creates and maintains minutes of all Council meetings
	
	
	
	
	

	8
	Project creates and maintains system to document services to children and families (for programs providing direct client services, only), integrating system with Project LAUNCH or other evaluation projects, as possible, to facilitate data collection and documentation.
	
	
	
	
	

	9
	Project regularly reviews service data to assess disparities in service provision based on race and ethnicity.
	
	
	
	
	

	
	SUPERVISION
	
	
	
	
	

	10
	Project actively recruits and hires staff who represent the communities served by the project.
	
	
	
	
	

	11
	Project actively provides project staff with job descriptions that outline their responsibilities and clarify supervision, communication, and reporting requirements.
	
	
	
	
	

	12
	Project ensures that supervisors meet regularly with assigned staff to provide meaningful feedback and support.
	
	
	
	
	

	
	COMMUNICATION WITH PROJECT STAFF, CONTRACTORS, PARTNERS, AND FAMILIES
	
	
	
	
	

	13
	Project holds regular leadership meetings for the state expert, local coordinator, and evaluation lead to update each other on progress, discuss concerns, and engage in problem-solving.
	
	
	
	
	

	14
	Project establishes a system through mechanisms such as listservs, SharePoint sites, and/or regularly scheduled meetings to keep stakeholders, including families, up-to-date on project developments.  
	
	
	
	
	

	15
	Project shares minutes of Child Wellness Council Meetings with members and other stakeholders.
	
	
	
	
	

	
	ONGOING MONITORING
	
	
	
	
	

	16
	Project holds regular project meetings with staff and /or subcontractors to identify challenges, engage team in joint problem-solving, inform each other of progress, and celebrate accomplishments.
	
	
	
	
	

	17
	Project regularly reviews expenditure, service –level, and client satisfaction data to determine if program is on time and on target with implementation plan goals and budget. 
	
	
	
	
	

	
	REPORTING
	
	
	
	
	

	18
	Project updates state and/or local council on Project LAUNCH activities, outcomes, and budget at each Council meeting 
	
	
	
	
	

	19
	Project ensures communication between state expert and local coordinator to ensure that local reports are submitted to state on time and with sufficient detail and clarity to facilitate state completion of federal requirements. 
	
	
	
	
	

	20
	Project submits  federal and cross-site reports on time and according to federal expectations
	
	
	
	
	

	21
	Project shares copies of federal and cross-site reports with state or local council. 
	
	
	
	
	

	22
	Project requests prior approval for changes in scope of work and or budget as required by grant or sub-contract.
	
	
	
	
	

	
	SELF-ASSESSMENT
	
	
	
	
	

	23
	Project regularly assesses project implementation in terms of the strategic plan as well as community needs, local and state policy environment, and successes and challenges that have emerged.
	
	
	
	
	

	24
	Project adjusts strategic and implementation plan as needed, based on comprehensive review and feedback from staff, the state/local council, family members, and other key stakeholders as necessary.
	
	
	
	
	


Based on our responses to the items above:

1. Which items are most urgent?
2. What other project management indicators are important for our project?
3. What action steps will the leadership team take to address these items?

4. How much time do we need for each action step?
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