
PROJECT FILE ACTION FORM

Primary Project Manager: Date:

Other Team Members:

ACTION:
� Open new project file
� Update to existing/active file Project file #
� Close project file Project file #

NEW/EXISTING FILES:

Project File Title:

Detailed Project Description:

Create the following folders within the project file:
� Background � Environmental � Committee/Task Force

Name_______________________________

� Contact Information � Design � Reports

� General Correspondence � Planning � Permits

� Outgoing Correspondence � Engineering � Presentations

� Budget � Construction � News articles

� Project Costs � Legal Documents � Other _______________________________

� Request for Proposal (RFP) � Contracts/Agreements

Special instructions:

Links to existing project files:

Links to existing legal files:

Estimated date project will be completed:

INFORMATION RESOURCES SPECIALIST ONLY

Project file number: Date:   � Excel  � DRA _____  � Holdings  � Email

Updated 12/30/2009 MZ

How to fill out this form
1)  Start by selecting the primary project manager name.  Click on the drop-down arrow to view a list of staff.

2)  Use the TAB key to progress through the remaining fields OR click on any field.

3)  When completed, print this form and place in the project file in-basket.  You may save a copy of this form  to your hard drive for your records or Exit.

Notes
Date format:  mm/dd/yy

Place your cursor over any field to display the field requirements.
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