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Project Infrastructure Checklist

	Accommodation
	Required
	Quantity
	Available

	Desk, chair, drawer space and desktop accessories (do you need facilities for external consultants as well as your own staff?)
	
	
	

	Filing cabinets
	
	
	

	Storage space
	
	
	

	Access to meeting space (consider necessary room size and frequency)
	
	
	

	Access to training facilities
	
	
	

	Access to video-conferencing facilities
	
	
	

	Access to basic kitchen facilities
	
	
	

	Out-of-hours access to building
	
	
	

	Hotel/other accommodation e.g. for visiting partners
	
	
	

	Equipment
	
	
	

	PCs (consider special features required e.g. CD writer)
	
	
	

	Telephones (consider how many extension numbers are needed and whether dial-up modem access is required)
	
	
	

	Mobile phones
	
	
	

	Phone with speaker for conference calling
	
	
	

	Access to printing facilities (consider special requirements e.g. need to be able to print complex plans at A3 size)
	
	
	

	Access to photocopier
	
	
	

	Laptop (e.g. for giving presentations to stakeholders)
	
	
	

	Digital projector or OHP for presentations
	
	
	

	Whiteboard/s (Fixed or mobile?  Do you need to be able to print from the board?)
	
	
	

	Flip Chart and pads/pens
	
	
	

	Stationery
	
	
	

	Hardware
	
	
	

	Consult your IT department about hardware needed to run a new IT system
	
	
	

	Network Points for PCs and printers
	
	
	

	User accounts/configuration
	
	
	

	Access to file space on a shared network drive
	
	
	

	Access to shared calendars
	
	
	

	Project e-mail address e.g. project_help@college.ac.uk
	
	
	

	Secure access rights to parts of shared drive
	
	
	

	Potential use of VLE – for sharing of information between Project staff and external partners
	
	
	


	Software
	
	
	

	Standard office applications (check that software versions are standardised for all project partners, both staff and external partners – this may involve versions not in general use by the institution)
	
	
	

	Specialist Applications e.g. project planning software or graphics tools
	
	
	

	Other
	
	
	

	Cost codes set up on finance system
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