Outbreak Response Coordination
Project Management Kick Off Check List

Project Management Set-Up Process

https://lightstep.com/blog/incident-response-playbook 
https://lightstep.com/blog/incident-response-best-practices 

1. Project Initiation after project requested
· Determine scope, requirements, and business case
· Create project or workgroup Charter
· Identify Milestones 
· Identify Deliverables
· Identify thresholds, escalation, and end state
2. Identify Stakeholders
What units or people do we need to contact to create a workgroup?
· Provide contact information for all stakeholders
· Customers (Internal/External)
· Team Members (Consultants, Project Manager, Sponsor, Leadership)
· Center for Public Affairs and Equity (C4PA)
· Office of Information Technology (HTS)
· REDCap, WDRS, etc.
· Disease Subject Matter Experts or Units
· Public Health Lab (PHL)
· Vendors (travel, data, software, etc.)
· Agencies (Federal, State, Local Health Jurisdictions, Tribal Health Jurisdictions)
· Roles and Responsibilities (RACI or RAM)
· Org charts
· IMT Positions
· Equity Staff Memeber
3. Project Planning
· Identify Strategy and Objectives, Tactics and Planning
· Metrics for success
· Measures for cancelling or closing project (infection/death rate)
· Measure IMT activation
· Resource Planning to determine needs:
· Logistic support
· Communication Support
· REDCap, WDRS, etc.
· Build out workflows and communications with resources
· Org charts and reporting structures
· Risks and Assumptions
· Project success factors
· Project failure factors
· Contingency plans
· Procurement Considerations
· Formal IMT set up and structure
4. Project Schedule
· Determine operational period
· Determine timeline
· Create Schedule/WBS 
· Task List (Excel, SmartSheet, Project) 
· Dashboard (BaseCamp)
· Milestone plan
5. Communication
· Create Teams Channel or SharePoint Site
· Response specific email inbox
· Documentation 
· Storage location for Cat4 data
· Consistent location and access
· Create Project OneNote Notebook
· Define Roles and Responsibilities
· Coordinate and facilitate meetings – Project Management, Project Strategy and Objectives, Tactics and Planning
· External
· LHJ meetings
· Training
· Flyers Etc.
6. Budget
· Who does DOH team members charge their time too?
· Determine potential funding sources
· Create or add to Outbreak hourly tracker – track hours worked
· Direct costs (software, hardware, travel, etc.)
· 
7. Meeting Facilitation
· Kickoff
· Project Management team
· Project Strategy and Objectives team
· Are we meeting obj or missing them
· Hot Wash
· Tactics team
· Planning team
· External Meetings – CDC, DOC, LHJs, Tribal Health etc.
· Coordinate with E&C Outreach Coordinators
· Meeting Notes and Action Items
· Maintain
· Documentation of decisions
· 
8. Reports
· Sit Rep
· Hot Wash report or meeting
· IMP or WIMP - Workgroup Incident Management Plan
· Specialty reports
· Fiscal considerations
· Time Reporting
· Leadership updates
9. Project Closure and Lessons Learned
· Hot Wash 
· AAR (After Action Review)
· Lessons learned
· Support and coordination debrief
· Project Management team
· Response team
· Leadership/Sponsor
· Return equipment or resources


