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PROJECT READINESS CHECKLIST
CLIENT RESOURCE  •  EPANGZ DIGITAL & ARTISTRY INC.
	Use this checklist after the Website Project Starter Questionnaire or initial consultation to confirm the project is ready to begin.
It focuses on approvals, permissions, access, dependencies, communication, risk controls, and delivery—not the discovery questions already asked.



	1. Confirmed Project Direction & Records



☐  I have reviewed the approved scope or project summary and confirmed it matches our agreement.
☐  I know which items I must provide and which items Epangz will prepare.
☐  I have flagged any assumptions, exclusions, dependencies, or unresolved decisions.
☐  I know where approved project files, information, and decisions will be stored or shared.

	2. Content Approval, Rights & Pending Items



☐  The materials I will provide are current, accurate, and approved for use.
☐  I have permission to use all third-party logos, photos, text, testimonials, graphics, or other materials I provide.
☐  Required legal, privacy, disclaimer, policy, or regulated wording has an assigned reviewer or approver.
☐  I know what is still pending, who is responsible for it, and when it is due.

	3. Accounts, Access & Technical Ownership



☐  I know who administers any domain, hosting, platform, business email, or account affected by the project.
☐  Required access can be granted securely; passwords will not be sent through forms or ordinary email.
☐  Someone is available for multi-factor authentication, verification codes, domain changes, or administrator approvals if needed.
☐  Required subscriptions, licences, hosting, software, plugins, or paid tools are active or planned, and payment responsibility is clear.

	4. Communication, Review & Change Control


☐  The main channel for project questions, decisions, and updates has been confirmed.
☐  Reviewers know feedback deadlines and will return one consolidated response for each review round.
☐  The final approver will be available when key decisions or final approval are required.
☐  I understand approved or out-of-scope changes may affect cost or timing and require written approval before work proceeds.

	5. Dependencies, Risks & Delivery Preparation



☐  External dependencies, vendors, or third-party approvals have been identified where applicable.
☐  Any periods when key contacts, systems, accounts, or approvals will be unavailable are known.
☐  A backup or recoverable copy will be available before changes are made to existing websites, files, data, or configurations.
☐  If work will be launched, published, printed, or distributed, required links, forms, destinations, and approvals can be tested before release.

	6. Handoff & Completion Readiness



☐  I understand which final, editable, or source files and licensed assets are included in the agreed delivery.
☐  I know who will receive, store, archive, or maintain the final files and project records.
☐  Final names, dates, contact details, links, prices, and factual information will be checked before approval.
☐  Post-delivery support, maintenance, training, updates, or future work will be scoped separately if needed.

	Security & File-Sharing Reminder
Do not send passwords, multi-factor authentication codes, payment-card information, confidential health information, or unnecessary sensitive data through public forms or ordinary email. Epangz will confirm a secure method when access or sensitive working files are required.



epangzdigital@gmail.com  |  +1 (705) 410-2679  |  Ontario, Canada  |  Page  of 
image1.jpeg




image2.png




