
Checksheets 
The purpose of the  

 
checksheet is to  

 
assist in the 

 
data collection process. 



Checksheets 

Checklist Checksheet 
 

Item Checksheet 
 

Location Checksheet 
 

Matrix Checksheet 



Checklist 
Example - Project Management 

Project Name: Date:
Project Manager:

Management Step Status
Define the Project ✔
Generate Tasks ✔
Roles & Responsibilities ✔
Costs Estimates ✔
Task Sequence
Scheduling
Project Budget



Item Checksheet 
Defects on Completed Projects Delivered to the Customer 

Projects: 
Customers: 
 
Type of Defect   # of Occurrences 
 
Incomplete    II 
Typos    IIIII  IIIII  II 
Miscalculations   IIIII 
Past Due Delivery   IIIII IIIII IIIII 
Formatting    IIII 
Missing Pages   IIIII III 
Misplaced    II 
 



Location Checksheet 
W-2 Form - Defect Analysis 

The marks 
indicate the 
number of 
errors made 
in each of the 
respective 
boxes. 
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Location Checksheet 
What caused the paint defects on these refrigerators? 



Matrix Checksheet 
Time Spent per Customer 

          Customer 
 

 Time      A           B        C    
 
Respond to Initial  1.5 days  1 day   3 hrs 
      Contact 
Planning   8 hrs   12 hrs   6 hrs 
Meetings   16 hrs   20 hrs   18 hrs 
Project work   50 hrs   65 hrs   86 hrs 
Delivery   2 hrs   1.5 hrs  5 hrs 
Follow-up   .5 hrs   1 hr   3 hr 


