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Project Archive Checklist
Project archives contain all final project deliverables, communications materials, procurement-related documents, and project management deliverables. What follows is a checklist to aid in compiling a project archive.

(
Mark each document to include in your archive

(
Final Project Deliverables. A list of these can be compiled from the Project Plan or Contracts with third parties
(
Copies of written communications, such as press releases, newsletters, speeches, or presentations
(
Procurement-related documents, such as RFIs, RFPs, Proposals, and Contract

(
Team presentations
(
Project Definition Document

(
Project Business Case

(
Project Plan (original and revised)

(
Project Schedule (original and revised)

(
Project Budget (original and revised)

(
Project Manual or any other documentation of project management processes
(
Project Status Reports

(
Meeting Minutes

(
Actions Plans

(
Risk Log

(
Issue Log

(
Change Logs

(
Lessons Learned Document

(
Project Acceptance Document
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