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Project Process Assumption Checklist
Steven Wirth
These are essential assumptions to consider when planning or introducing a project. Not every one
applies to every project, but it is important to consider them well so blind spots don’t become obstacles to
success.
We suggest that when a new project or issue is addressed in a meeting, the group take 10 minutes to
quickly surface key assumptions team members hold regarding these elements:
I.  Decisions
A. Authority
1. Who makes this decision and why?
2. Leadership?
3. Experts?
4, Larger Group?
B. Responsibility
1. Who bears legal responsibility?
2. Financial?
3. Operational?
4. Does this align with decision-making power?
C. Standards or By-Laws to follow?
Il.  Timeline
A. How much time do we have?
B. Key milestones or critical deadlines on the way?
C. What delays may kill the possibility of succeeding?
D. Are we giving each step the time it requires to work?

E. Are there actions that can or should happen concurrently?
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lll. Action Steps

A. Who?

B. Who Else?

C. When?

D. Feedback / Reporting?

1. How often?
2. To Whom and When?

E. When Problems Arise?
1. Whoisinformed?
2. How soon?

IV. Goals

A. Outcome Goals?
1. Measurable?
2. Qualities or standards we assume need to be met?
3. Stakeholder experience goals? How we do / did what we did?
4

How we are at the end of it?
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