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Workshop Objectives

A Recognize project management terminology

A Explain roles and responsibilities for key players
A Develop a project proposal

A Construct a work breakdown structure

A Identify tools for tracking and controlling a project
A Recognize the importance of a formal closeout




INTRODUCTION TO
PROJECT MANAGEMENT




Module Objectives

Recite project management terminology
Describe the characteristics of a project
Distinguish between a project and sub projects
dentify the benefits of project management

Define the roles and responsibilities of the various
stakeholders

A Determine what it takes for successful project
management
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BASICS OF PROJECT MANAGEME




Definition of a Project

A A series of interelated and sequencec
activities, managed by sngleindividual
designed and organized to accomplish a
specific goal, within a limited timeframe,
frequently with specific budgetary
requirements




Remember:
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Characteristics of Projects

A Undertaken at all levels

A Single person or thousands

A Duration could be weeks or years
A Single unit or entire organization

Projects are critical to the realization of the
performing organizati onos
because projects are a means by which
strategy Is implemented
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Characteristics of Projects

A Are unigue

A Consume time

A Cost money

A Requires people
A Contain risks

A Sequence of tasks




Types of Projects

A Developing a new product or service

A Effecting a change in structure, staffing, or style of an
organization

A Designing a new transportation vehicle
A Developing or acquiring a new or modified information system
A Constructing or renovating a building or facility

A Building a water system for a community in a developing
country

A Running a campaign for political office

A Implementing a new or improved business process or
procedure




Subprojects

A Based on project process such as a single phe
(e.g. design)

A According to human resource skill
requirements (e.g. plumbing)

A By major deliverable (e.g. training)




Project Structure
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Definition of Project Management

A Taking knowledge, skills, tools, and technigues
applying those to project activities to satisfy
the business need for which the project was
undertaken




Benefits of Project Management

A Do more with less

A Flexible framework

A Clear expectations
Progress Is monitored
_essons learned

Do It right the first time
_ess frustration
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Project Phases / Project Life Cycle

A Involve a degree of uncertainty

A Divide the project into several phases
I Improve control
I Provide links to operation
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Characteristics of the Project Life
Cycle

A Defines the beginning and end of a project

A Includes the following phases:
I Initiation

I Planning

I Execution

I Closeout




2 KI 1 Q&

A Functional?
A Matrix?
A Projectized?
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Project Characteristics by

Organization Type

Matrix
Project
Characteristics by Funtional Projectized
Org Type Weak Balanced Strong
) . . Low to Moderate to :
Project Manager s Little or none Limited Moderate High High to Almost Total
Authority
Resource Availability Little or none Limited Low to Mode_rate o High to Almost Total
Moderate High
Who controls the Functional Functional . : .
budget? Manager Manager Mixed Project Manager Project Manager
HIIEE L R Part time Part time Full time Full time Full time
PSS e el Part time Part time Part time Full time Full time

Staff
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Challenges in a Matrix Environmen
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Resource management

Dual reporting relationship

Potential for duplication of effort

A Unclear roles and responsibilities

A Greater potential for conflict

A Lack of accountability
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Types of Authority

A Formal

A Pursestring
A Bureaucratic
A Technical

A Charismatic




Key Players

A Project sponsor
I Ensures the project meets the business needs
I Provides funding
I Approves key deliverables

I Assists In issues resolution and change
management




Project Sponsor Challenges

A Micro managing project sponsor
A The invisible project sponsor




Key Players

A Project manager

Assembles the project team

I Assigns tasks and activities

i
|
I Monitors progress, risk, issues
:

|
|

Manages the scope

I Delivers on time and within budget
I Ensures project documentation is prepared




Key Players

A Stakeholders

I Individuals or organizations that are actively
Involved In the project or whose interests may be
positively or negatively affected as a result of the
project

I May exert influence over the project and its results




Key Players

A Project leader
I Responsible for a subproject
I Ensures technical aspects are delivered
I Monitors progress, risk, issues
|

I Manages the scope and the change management
process

I Delivers on time and within budget
I Communicates status to project manager




Key Players

A Project team members

I Complete assigned tasks on time
I Work with other team members

|
|
I Monitor progress on their tasks
:

|
|

Resolve Issues

I Monitor changes and risks
I Advise others of potential problems
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Key Players

A Other

I Subject matter experts
I Business liaisons




Types of Teams

A Working group
Pseudo team
Potential team

Real team
Highperforming team
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Is PM a science or an art?

A Science A Art

I Charts I Politics

I Graphs I Interpersonal

I Calculations I Organization

I Tools I Communication

I Hard skills I Negotiation
I Conflict resolution
I Soft skills
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Triple Constraints




Competing Demands

A Stakeholders with different needs
A Identified and unidentified requirements

A Triple constraints of scope/quality, time, and
cost

Differences between or among
stakeholders should be
resolved in favor of the

customer.




Top Two Reasons Projects Fall

A Ineffective COMMUNICATION
A Lack oLEADERSHIP




Why Is Communication Important?

You are the chief airplane washer at the
company hangar and you:
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Hook the high pressure hose up to the soap suds machine.
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Receive an important call and have to leave work to go home
4 @2dz RSLI NI F2NJ K2YS3XI @&2dz
2T T Pg

laaAradalyd 52y GKAyla KS KSI
and leaves the area right after you.
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Project Manager Tips for Success

A Remain calm, even under stress
A Motivate and reward the team

A Be proactive

A Organize, plan, and communicate
A Set priorities and deadlines
AHave a sense of humor




Project Manager Tips for Success

A Show strong leadership skills

A Generate a shared commitment
A Show empathy

AWork smarter, not harder

A Set realistic goals

ALead by example




COMMUNICATION EXERCISE




PROJECT INITIATION PHASE




Module Objectives

A Identify the objectives of the initiation phase
A Prepare a project proposal

A Determine next steps for entry into the
planning phase







Gather Data

A Interview the project sponsor

A Identify key project stakeholders
A Conduct additional interviews

A Read documentation

A Learn as much as you can

A Research on the internet




Develop the Project Proposal

A Goal:
I General statement of intent
I Purpose toward which the effort is directed
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I Must be linked to an organizationsiirategicgoal




Develop the Project Proposal

A Goal examples:

I To iImprove our competitive position within the financial
services industry

I To reduce operating costs and become a more-cost
effective service provider

I To Improve customer service and our image as the
company that cares

I To improve the quality of clinical care and reduce
mortality rate

I To provide quality services to our neighborhoods
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Develop the Project Proposal

A Objectives:

I Specific statements of the measurable results to be
provided by the project
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Develop the Project Proposal

A Obijective examples:

I To convert all data to release 3.6 of Acme Ledger
System no later than March 31, 2008, at a cost not to
exceed $2.5 million, according to all internal standards
policies, and procedures

I To renovate the youth shelter no later than May 1,
2008, at a cost not to exceed $500,000, according to a
building codes in Jefferson County, using the design
suggested by ABC Architectural firm




Develop the Project Proposal

A Scope and major deliverables
I Sum total of the project
I What is included in the project
I Major deliverables

I Examples
ATraining
A Construction
AEquipment




Develop the Project Proposal

A Boundaries

" Opposite of scope

" What i1snot included

" Helps manage expectations
" Clarifies the scope

" Avoid unpleasant surprises




Develop the Project Proposal

A Business considerations and requirements
I Helps to understand the business environment

I Special needs
I Written by the business owner

I Need to surface early for planning




Develop the Project Proposal

A Technical considerations and requirements
I Helps to understand the technical environment
I Special needs

I Technology perspective
I Need to surface early




Develop the Project Proposal

A Performance measurement criteria
I Measures of success
I Helps define when the project is over
I Used during closeout phase

I Ensures quality
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Develop the Project Proposal

A Benefits
I Positive results expected from the project
I Purpose for which the project was undertaken
I May be
ATangible
Alntangible




Develop Project Proposal

A Priorities
I Time driven?
I Cost driven?
I Scope/quality driven?




Develop Project Proposal

A Assumptions

I Factors that are considered to be true, real, or
certain

I Must occur to be successful
I Must be documented and understood




Develop Project Proposal

A Constraints

I Factors that may limit your
options:
APredefined budget (e.g. not to
exceed)
APredetermined project team

ATimedriven project




Develop Project Proposal

A Risks

I Unplanned events

I Can have positive or negative consequences
I Uncertainty

I Document at a high level




Develop Project Proposal

A Open issues or pending decisions
I Items that must be resolved before proceeding
I May include resource or technical issues
I Outstanding questions
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Develop Project Proposal

A Interdependencies to other projects
| Predecessor projects
| Successor projects
I Codependent projects




Develop Project Proposal

A Highlevel costs
| Ballpark estimate of project cost
I Known costs and best guess at other costs

Provide arange of estimates, If
possible




Develop Project Proposal

A Major milestones and higlevel target dates
| Ballpark estimate of project length
I Show major milestones
I Use ranges




Develop Project Proposal

A Alternative implementation strategies
I Ask subject matter experts
I Review other projects
I Include advantages and disadvantages

A

Makelortye




Develop Project Proposal

A Recommended approach
I Select best alternative
I Explain the reasoning
I Include any risks




Develop Project Proposal

A Resource needs
I Specific people
I Specific skill sets
I Equipment
I Training rooms




Gain Sponsor Approval

A Present the proposal

A Explain your approach

A Receive approval

A Ask for needed assistance

A Negotiate due date for next phase
A Agree on progress reporting

A Publish announcement memo




PROJECT PROPOSAL EXERCISE




PROJECT PLANNING PHASE




Module Objectives

A Identify the planning processes

A Describe a detailed work breakdown structure
A Build an activity list

A Estimate the duration of activities

A Document risks

A Finalize project plan development




Guess the Percent
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should be spent on planning?
10%

20%

30%<
Between A and B
Between B and C




Planning Processes

A There are several planning processes

A Planning is an ongoing effort throughout the
life of the project




Planning Is an Iterative Process

Planning Process

Initiation Close Out

Executing Process




Planning Phase Deliverables

A Integrated project management plan
I Project definition (approved project proposal)
I Project structure
I Subsidiary management plans




Subsidiary Management Plans

A Integration A Quality

A Communications A Human Resources
A Risk A Scope

A Procurement A Time

A Cost




Creating the Work Breakdown
Structure

A Deliverableoriented, treelike structure
A Graphically defines all the work in the project
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Sample Deliverable Breakdown

Hardware




Sample WBS




Roles and Responsibilities

A Start with the WBS

A Identify project roles, responsibilities, and
reporting relationships

A Document primary and support responsibilities




Selecting Resources

A Work with functional managers

A Ensure right skill sets are available when
needed

A Create your own resource pool




Defining the Work

A Identify your deliverables (work buckets)

I Usually a single word
I Must be a NOUN

A Break each deliverable down into tasks

I These require action
| Starts with a VERB

A Break each task down as far as necessary




Sequencing the Work

A Document interactivity dependencies
A Ensure a realistic schedule
A Identify constraints




ldentifying Dependency

Relationships
A Mandatory A Discretionary
I Inherent in the work | Based on best
itself practices
I Physical limitations | Specific sequence

desired




Estimating the Time Required

A Estimate the time needed to complete each
activity
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Creating the Project Schedule

A Tasks and activities
A Start and finish dates
A Resources

A Dependencies




MS Project Schedule




