
Project Set-up Checklist
This checklist provides an example of the many types of tasks that are often completed during 
an improvement project. Use it to help your team plan for the work to come.

Team 
Identify team leadership and team members 

Develop working agreement and team norms with team leader 

Set up team meetings (and consider ways to gather informally and build relationships) 

Develop a system to track and record information and communicate with stakeholders 

Aim 

Understand performance of current system (baseline, stories) 

Draft aim 

Create numeric target for reaching the team’s aim 

Measures

Develop initial measures  

Create a data collection plan 

Establish baseline data for outcome and process measures 

Set up run charts to make plotting data easy 

Revise measurement strategy as needed 

Changes 

Understand how current system works (e.g., observation of process/flow) 

Conduct internal/external information gathering (e.g., interview key stakeholders) 

Develop ways to show the system (e.g., driver diagram, block diagram) 

Identify high-leverage change ideas to begin testing 

Testing 

Develop schedule for testing 

Run PDSAs (test under different conditions, e.g., different groups or times, and scale up) 
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