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	01-01 PROJECT SETUP CHECKLIST 
Multimedia Team



	SETUP PROJECT NOTEBOOK

	
	Print ALL checklists in order
	
	Put all documents together in a folder

	

	SETUP FOLDER STRUCTURE

	
	Copy and rename the ##DefaultFolderStructure## (if not already completed by PM)

	
	Do an initial tidy up of folders, from the information that you have about the project at this stage

	

	CONFIRM PROJECT ADDED TO TIMESHEET DB

	
	Check that the project timesheets are set up – if not, request project be added from PM

	

	SETUP REVIEWER TOOL

	
	Setup the reviewer tool for the project

	

	CONDUCT REQUIREMENTS INTERVIEW WITH ISD / PM / IA / CONTENT DEVELOPER

	
	Arrange a meeting with the ISD and PM and go through the 01-02 Requirements Gathering Interview document, ensuring you take notes and get a good understanding of the requirements.

	
	Email ISD, and CC PM (if different) and Team Lead with:
· Total hours allowed and agreed for development
· Schedule and delivery dates for each version
· Scope of development and any special requirements that may take extra effort or are higher risk
· Your understanding of the deliverables

	

	TO BE COMPLETED DURING THE REQUIREMENTS ANALYSIS PHASE
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