
Project Management Checklist for Non-Profit Organizations
Creating a project management checklist is essential for non-profit organizations to ensure efficient planning, execution, and evaluation of their
initiatives. This checklist helps teams stay organized, track progress, and allocate resources effectively. By following a structured approach, non-
profits can maximize impact and meet their mission goals successfully.

Project Management Checklist
1. Project Planning

Define project objectives and outcomes
Identify stakeholders and assign roles
Develop a detailed project plan and timeline
Estimate resources and budgets
Conduct a risk assessment and mitigation plan

2. Team Coordination
Assign clear responsibilities to team members
Schedule regular team meetings
Establish communication channels

3. Resource Management
Ensure availability of required resources
Monitor budget and expenses
Seek in-kind or financial support as needed

4. Implementation
Execute tasks as per the project plan
Track progress and adjust timelines if needed
Document issues and resolutions

5. Monitoring & Evaluation
Measure project results against objectives
Gather feedback from stakeholders
Document lessons learned and best practices

6. Reporting & Closure
Prepare a final report for donors and stakeholders
Celebrate successes and recognize contributions
Archive project documents and resources
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