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1. Project Background & Objectives
These questions help you understand why the project exists and what success looks like.
· What is the main purpose or objective of this project?
· What problem or opportunity are you trying to address?
· How does this project align with your company’s strategic goals or mission?
· What does success look like for this project?
· What are the key deliverables or expected outcomes?
· What is the timeline or desired completion date?
· Has a project like this been attempted before? If so, what were the results?

 2. Scope & Requirements
Define the boundaries of the project — what’s included and what’s not.
· What is in scope for this project?
· What specific deliverables or outputs are required?
· Are there any known exclusions or limitations?
· What assumptions have been made so far?
· What are the key dependencies (other projects, vendors, teams)?
· Are there regulatory or compliance requirements we must consider?

3. Stakeholders & Governance
Understand who is involved, their roles, and decision-making authority.
· Who are the key stakeholders or sponsors?
· Who will make final decisions on scope, budget, or schedule changes?
· Who will be the main point of contact for project updates?
· How do stakeholders prefer to receive information or status reports?
· Are there competing priorities between departments or stakeholders?
· How engaged are executive sponsors in the project?

4. Budget & Resources
Clarify financial constraints, staffing, and available tools.
· What is the approved budget for this project?
· How was the budget determined?
· Are there contingency funds for risk mitigation or change orders?
· What internal resources (staff, equipment, technology) are available?
· Will any parts of the project be outsourced? If so, to whom?
· Are there resource constraints that could affect the timeline?

5. Timeline & Milestones
Determine project schedule expectations and key delivery dates.
· What is the project start date and expected end date?
· Are there critical milestones or deadlines that must be met?
· What factors could impact the schedule?
· Are there seasonal or external timing constraints (e.g., fiscal year, regulatory dates)?
· How flexible is the timeline if unexpected delays occur?

6. Processes & Methodology
Understand the company’s preferred project management approach.
· Do you currently use a specific project management methodology (Agile, Waterfall, Hybrid, etc.)?
· How are projects typically tracked and reported?
· What project management tools or software do you use (Asana, Jira, MS Project, Trello, etc.)?
· How do you handle change requests or scope adjustments?
· Are there standard templates or reporting formats to follow?

7. Risks, Challenges & Constraints
Identify potential threats to project success.
· What risks have already been identified?
· What are the biggest challenges you’ve faced in similar projects?
· Are there known technical, operational, or political constraints?
· How is risk typically managed or mitigated in your organization?
· What is the company’s tolerance for risk or change?
· Are there backup plans or contingencies in place?

8. Communication & Reporting
Clarify expectations for project communication and transparency.
· How frequently would you like project updates (weekly, bi-weekly, monthly)?
· What format works best for reporting (dashboard, written report, presentation)?
· Who should receive updates and status reports?
· How are decisions or approvals documented and communicated?
· How do you handle conflict or misalignment between teams?

9. Performance Measurement & Success Metrics
Define how project success will be tracked and evaluated.
· What are the key performance indicators (KPIs) for this project?
· How will success be measured — time, cost, quality, ROI, customer satisfaction, etc.?
· Are there baseline metrics or benchmarks to compare progress against?
· How will you measure stakeholder satisfaction?
· What are the long-term outcomes expected after project completion?

10. Post-Implementation & Sustainability
Ensure long-term project success and knowledge transfer.
· What happens after the project is completed?
· Who will maintain or operate the project deliverables?
· Is there a plan for training or knowledge transfer to internal staff?
· How will lessons learned be documented and applied to future projects?
· Will there be a formal project review or post-mortem session?
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