Initiate & Align Worksheet

<Insert State Route, Project Name>

<Insert Project MP limits>

Project Manager: <Insert name here>
<Date>

Initiate and Align is the first step in the WSDOT project management process and the first element of the Project Management Plan. This first step builds the team and focuses them on a common project goal.

Project Description:

The project description defines the purpose & need for the project as stated on the Project Definition.  

Team Mission/Assignment:

Describe what the team is expected to accomplish. For example, are you developing the Plans, Specifications, & Estimate for the project to go to Ad or are you supervising and administering the project through construction?  

Which phase of the project are you assigned? (Check the phase that applies for the team you are initiating for this effort)

	
	Pre-Construction
	
	Construction


Team Identification

The project team consists of the project manager, project team members, specialty groups (Real Estate Services, Environmental, Traffic, etc.), consultants, and other organizations or agencies that need to be involved in the development of the project. All groups must be involved in work planning, schedule development and maintenance, and endorsement of the project management plan. 

Who should be involved? (Check all that apply)

	
	Access
	
	Local Agencies

	
	Architecture
	
	Roadside Development

	
	Bridge & Structures
	
	Maintenance

	
	Construction
	
	Materials

	
	Consultant Liaison
	
	Program Management

	
	Design & Plans Review
	
	Public Information Office

	
	Environmental
	
	Real Estate Services

	
	Geographical Services
	
	Right-of-Way

	
	Geotechnical Services
	
	Traffic

	
	Highways & Local Programs
	
	Transportation Data Office

	
	Hydraulics
	
	Utilities

	
	Land Survey
	
	Other


Roles & Responsibilities:

Role is the specific title or position occupied; such as designer, inspector, or CAD operator. Responsibility is what the person or group is going to do and what product is expected; such as schedules, plan sheets, analysis & reporting, construction inspection, materials testing, etc. Identify all team members for your project; what is their role and what is their responsibility? 

Measures of Success

Measures of Success describe what the team must accomplish for this project to be successful. For example: A set of Plans, Specifications, & Estimates delivered to the Plans Review office on the desired date or a bridge deck replacement job open to traffic. 

Major Milestones

The project team tracks major milestones, which provide an overview and status to the WSDOT Management & Project Team, Legislature, and the public. 

Select the major milestones that apply: 

	
	
	Date:

	
	Project Definition Complete
	

	
	Begin Preliminary Engineering
	

	
	Environmental Documentation Complete
	

	
	Right of Way Certification
	

	
	Advertisement (Ad date)
	

	
	Bid Opening
	

	
	Award
	

	
	Execution
	

	
	Construction Start
	

	
	Operationally Complete (Open to Traffic)
	

	
	Final Contract Completion
	


These milestones are included in the Master Deliverables List and must be tracked in the project schedule. See the Project Control and Reporting Guide (PCRG) for major milestone definitions and guidelines. The PCRG can be found at: wwwi.wsdot.wa.gov/ProjectReporting/ 

Boundaries

Boundaries define the limit of the team’s decision-making authority and are useful for identifying potential risks or change. Boundaries may include:

·  Project limits (MP to MP)

· Funding limits

· Construction supervision authority levels

· Legal and Regulatory (for example; Environmental regulations requiring fish windows)

· Mandatory delivery dates (such as Project Ad date or Open to Traffic)

Operating Guidelines

Operating guidelines describe how the team will govern itself.

· Team decision-making process

· Team meetings (frequency, who should attend, etc.)

· Communication (methods, frequency, chain of command, etc.)

· Manage team change

· Manage team conflict
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