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Workshop Objectives 

ÅRecognize project management terminology 

ÅExplain roles and responsibilities for key players 

ÅDevelop a project proposal 

ÅConstruct a work breakdown structure 

ÅIdentify tools for tracking and controlling a project 

ÅRecognize the importance of a formal closeout 



INTRODUCTION TO  
PROJECT MANAGEMENT 



Module Objectives 

ÅRecite project management terminology 

ÅDescribe the characteristics of a project 

ÅDistinguish between a project and sub projects 

ÅIdentify the benefits of project management 

ÅDefine the roles and responsibilities of the various 
stakeholders 

ÅDetermine what it takes for successful project 
management 



BASICS OF PROJECT MANAGEMENT 



Definition of a Project 

ÅA series of inter-related and sequenced 
activities, managed by a single individual, 
designed and organized to accomplish a 
specific goal, within a limited timeframe, 
frequently with specific budgetary 
requirements 



Remember: 



Characteristics of Projects 

ÅUndertaken at all levels  

ÅSingle person or thousands 

ÅDuration could be weeks or years 

ÅSingle unit or entire organization 

 
Projects are critical to the realization of the 
performing organizationôs business strategy 

because projects are a means by which 
strategy is implemented .  



Characteristics of Projects 

ÅAre unique 

ÅConsume time 

ÅCost money 

ÅRequires people 

ÅContain risks 

ÅSequence of tasks 



Types of Projects 

ÅDeveloping a new product or service 

ÅEffecting a change in structure, staffing, or style of an 
organization 

ÅDesigning a new transportation vehicle 

ÅDeveloping or acquiring a new or modified information system 

ÅConstructing or renovating a building or facility 

ÅBuilding a water system for a community in a developing 
country 

ÅRunning a campaign for political office 

Å Implementing a new or improved business process or 
procedure 



Subprojects 

ÅBased on project process such as a single phase 
(e.g. design) 

ÅAccording to human resource skill 
requirements (e.g. plumbing) 

ÅBy major deliverable (e.g. training) 



Project Structure  

Project 

Sub-Project A Sub-Project B Sub-Project C 
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Definition of Project Management 

ÅTaking knowledge, skills, tools, and techniques, 
applying those to project activities to satisfy 
the business need for which the project was 
undertaken 



Benefits of Project Management 

ÅDo more with less 

ÅFlexible framework 

ÅClear expectations 

ÅProgress is monitored 

ÅLessons learned 

ÅDo it right the first time 

ÅLess frustration 

 



Project Phases / Project Life Cycle 

ÅInvolve a degree of uncertainty 

ÅDivide the project into several phases 

ïImprove control 

ïProvide links to operation 

ÅtƘŀǎŜǎ ŀǊŜ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ άǇǊƻƧŜŎǘ ƭƛŦŜ 
ŎȅŎƭŜέ 



Characteristics of the Project Life 
Cycle 

ÅDefines the beginning and end of a project 

ÅIncludes the following phases: 

ïInitiation 

ïPlanning 

ïExecution 

ïCloseout 



²ƘŀǘΩǎ ¸ƻǳǊ hǊƎŀƴƛȊŀǘƛƻƴ ¢ȅǇŜΚ 

ÅFunctional? 

ÅMatrix? 

ÅProjectized? 



Project Characteristics by 
Organization Type 

Project 

Characteristics by 

Org Type 

Funtional 

Matrix 

Projectized 
Weak Balanced Strong 

Project Manager's 

Authority 

Little or none Limited 
Low to 

Moderate 

Moderate to 

High 
High to Almost Total 

Resource Availability Little or none Limited 
Low to 

Moderate 

Moderate to 

High 
High to Almost Total 

Who controls the 

budget? 

Functional 

Manager 

Functional 

Manager 
Mixed Project Manager Project Manager 

Project Manager's 

Role 
Part time Part time Full time Full time Full time 

Project Mgmt Admin 

Staff 
Part time Part time Part time Full time Full time 



Challenges in a Matrix Environment 

Å[ŀŎƪ ƻŦ taΩǎ ŦƻǊƳŀƭ ŀǳǘƘƻǊƛǘȅ όōƛƎƎŜǎǘ ŎƘŀƭƭŜƴƎŜύ 

ÅResource management 

ÅDual reporting relationship 

ÅPotential for duplication of effort 

ÅUnclear roles and responsibilities 

ÅGreater potential for conflict 

ÅLack of accountability 



Types of Authority 

ÅFormal 

ÅPurse-string 

ÅBureaucratic 

ÅTechnical 

ÅCharismatic 



Key Players 

ÅProject sponsor 

ïEnsures the project meets the business needs 

ïProvides funding 

ïApproves key deliverables 

ïAssists in issues resolution and change 
management 



Project Sponsor Challenges 

ÅMicro managing project sponsor 

ÅThe invisible project sponsor 

 



Key Players 

ÅProject manager 
ïAssembles the project team 

ïAssigns tasks and activities 

ïMonitors progress, risk, issues 

ïManages the scope 

ïDelivers on time and within budget 

ïEnsures project documentation is prepared 



Key Players 

ÅStakeholders 

ïIndividuals or organizations that are actively 
involved in the project or whose interests may be 
positively or negatively affected as a result of the 
project 

ïMay exert influence over the project and its results 

 



Key Players 

ÅProject leader 
ïResponsible for a subproject 

ïEnsures technical aspects are delivered 

ïMonitors progress, risk, issues 

ïManages the scope and the change management 
process 

ïDelivers on time and within budget 

ïCommunicates status to project manager 



Key Players 

ÅProject team members 
ïComplete assigned tasks on time 

ïWork with other team members 

ïMonitor progress on their tasks 

ïResolve issues 

ïMonitor changes and risks 

ïAdvise others of potential problems 



Key Players 

ÅOther 

ïSubject matter experts 

ïBusiness liaisons 



Types of Teams 

ÅWorking group 

ÅPseudo team 

ÅPotential team 

ÅReal team 

ÅHigh-performing team 

 



Is PM a science or an art? 

ÅScience 

ïCharts 

ïGraphs 

ïCalculations 

ïTools 

ïHard skills 

 

ÅArt 

ïPolitics 

ïInterpersonal 

ïOrganization 

ïCommunication 

ïNegotiation 

ïConflict resolution 

ïSoft skills 

 



Cost 

Scope/Quality 

Time 

Triple Constraints 



Competing Demands 

ÅStakeholders with different needs 

ÅIdentified and unidentified requirements 

ÅTriple constraints of scope/quality, time, and 
cost 

Differences between or among 

stakeholders should be 

resolved in favor of the 

customer. 



Top Two Reasons Projects Fail 

ÅIneffective COMMUNICATION 

ÅLack of LEADERSHIP 

 



Why is Communication Important? 

You are the chief airplane washer at the 

company hangar and you: 

Å Hook the high pressure hose up to the soap suds machine. 

Å ¢ǳǊƴ ǘƘŜ ƳŀŎƘƛƴŜ άƻƴΦέ 

Å Receive an important call and have to leave work to go home. 

Å !ǎ ȅƻǳ ŘŜǇŀǊǘ ŦƻǊ ƘƻƳŜΣ ȅƻǳ ȅŜƭƭ ǘƻ ȅƻǳǊ ŀǎǎƛǎǘŀƴǘΣ ά5ƻƴΣ ǘǳǊƴ ƛǘ 
ƻŦŦΦέ 

Å !ǎǎƛǎǘŀƴǘ 5ƻƴ ǘƘƛƴƪǎ ƘŜ ƘŜŀǊǎΣ ά5ƻƴΩǘ ǘǳǊƴ ƛǘ ƻŦŦΦέ  IŜ ǎƘǊǳƎǎ 
and leaves the area right after you. 

Å ¢ƘŜ ǊŜǎǳƭǘΧΧΧΧΧ 

 





Project Manager - Tips for Success 

ÅRemain calm, even under stress 

ÅMotivate and reward the team 

ÅBe proactive 

ÅOrganize, plan, and communicate 

ÅSet priorities and deadlines 

ÅHave a sense of humor 

 



Project Manager - Tips for Success 

ÅShow strong leadership skills 

ÅGenerate a shared commitment 

ÅShow empathy 

ÅWork smarter, not harder 

ÅSet realistic goals 

ÅLead by example 



COMMUNICATION EXERCISE 



PROJECT INITIATION PHASE 



Module Objectives 

ÅIdentify the objectives of the initiation phase 

ÅPrepare a project proposal 

ÅDetermine next steps for entry into the 
planning phase 



Which way should I go? 

That depends on which way 

you are going. 

I donôt know where Iôm going. 

Then it doesnôt matter which 

way you go.   



Gather Data 

ÅInterview the project sponsor 

ÅIdentify key project stakeholders 

ÅConduct additional interviews 

ÅRead documentation 

ÅLearn as much as you can 

ÅResearch on the internet 



Develop the Project Proposal 

ÅGoal: 

ïGeneral statement of intent 

ïPurpose toward which the effort is directed 

ï!ƴǎǿŜǊǎ ǘƘŜ ǉǳŜǎǘƛƻƴ άǿƘȅΚέ 

ïMust be linked to an organizational strategic goal 



Develop the Project Proposal 

ÅGoal examples: 

ïTo improve our competitive position within the financial 
services industry 

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

ïTo improve customer service and our image as the 
company that cares 

ïTo improve the quality of clinical care and reduce 
mortality rate 

ïTo provide quality services to our neighborhoods 



Develop the Project Proposal 

ÅObjectives: 

ïSpecific statements of the measurable results to be 
provided by the project 



Develop the Project Proposal 

ÅObjective examples: 
ïTo 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 

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



Develop the Project Proposal 

ÅScope and major deliverables 

ïSum total of the project 

ïWhat is included in the project 

ïMajor deliverables 

ïExamples 

ÅTraining 

ÅConstruction 

ÅEquipment 

 



Develop the Project Proposal 

ÅBoundaries 

ïOpposite of scope 

ïWhat is not included 

ïHelps manage expectations 

ïClarifies the scope 

ïAvoid unpleasant surprises 



Develop the Project Proposal 

ÅBusiness considerations and requirements 

ïHelps to understand the business environment 

ïSpecial needs 

ïWritten by the business owner 

ïNeed to surface early for planning 



Develop the Project Proposal 

ÅTechnical considerations and requirements 

ïHelps to understand the technical environment 

ïSpecial needs 

ïTechnology perspective 

ïNeed to surface early 



Develop the Project Proposal 

ÅPerformance measurement criteria 

ïMeasures of success 

ïHelps define when the project is over 

ïUsed during closeout phase 

ïEnsures quality 



Develop the Project Proposal 

ÅBenefits 

ïPositive results expected from the project 

ïPurpose for which the project was undertaken 

ïMay be  

ÅTangible 

ÅIntangible 



Develop Project Proposal 

ÅPriorities 

ïTime driven? 

ïCost driven? 

ïScope/quality driven? 



Develop Project Proposal 

ÅAssumptions 

ïFactors that are considered to be true, real, or 
certain 

ïMust occur to be successful 

ïMust be documented and understood 

Resources are available 

Budget is approved 



Develop Project Proposal 

ÅConstraints 

ïFactors that may limit your 
options: 

ÅPre-defined budget (e.g. not to 
exceed) 

ÅPre-determined project team 

ÅTime-driven project 



Develop Project Proposal 

ÅRisks 

ïUnplanned events 

ïCan have positive or negative consequences 

ïUncertainty 

ïDocument at a high level 



Develop Project Proposal 

ÅOpen issues or pending decisions 

ïItems that must be resolved before proceeding 

ïMay include resource or technical issues 

ïOutstanding questions 



Develop Project Proposal 

ÅInterdependencies to other projects 

ïPredecessor projects 

ïSuccessor projects 

ïCo-dependent projects 



Develop Project Proposal 

ÅHigh-level costs 

ïBallpark estimate of project cost 

ïKnown costs and best guess at other costs 

Provide a range of estimates, if 

possible 



Develop Project Proposal 

ÅMajor milestones and high-level target dates 

ïBallpark estimate of project length 

ïShow major milestones 

ïUse ranges 



Develop Project Proposal 

ÅAlternative implementation strategies 

ïAsk subject matter experts 

ïReview other projects 

ïInclude advantages and disadvantages 



Develop Project Proposal 

ÅRecommended approach 

ïSelect best alternative 

ïExplain the reasoning 

ïInclude any risks 



Develop Project Proposal 

ÅResource needs 

ïSpecific people 

ïSpecific skill sets 

ïEquipment 

ïTraining rooms 



Gain Sponsor Approval 

ÅPresent the proposal 

ÅExplain your approach 

ÅReceive approval 

ÅAsk for needed assistance 

ÅNegotiate due date for next phase 

ÅAgree on progress reporting 

ÅPublish announcement memo 



PROJECT PROPOSAL EXERCISE 



PROJECT PLANNING PHASE 



Module Objectives 

ÅIdentify the planning processes 
ÅDescribe a detailed work breakdown structure 
ÅBuild an activity list 
ÅEstimate the duration of activities 
ÅDocument risks 
ÅFinalize project plan development 



Guess the Percent 

Å ²Ƙŀǘ ǇŜǊŎŜƴǘ ƻŦ ȅƻǳǊ ǇǊƻƧŜŎǘ ǘŜŀƳΩǎ ǘƛƳŜ 
should be spent on planning? 

A. 10% 

B. 20% 

C. 30% 

D. Between A and B 

E. Between B and C 



Planning Processes 

ÅThere are several planning processes 

ÅPlanning is an ongoing effort throughout the 
life of the project 

 



Planning is an Iterative Process 

 

Initiation Close Out 

Planning Process 

Executing Process 

Monitoring and Controlling Processes 



Planning Phase Deliverables 

ÅIntegrated project management plan 

ïProject definition (approved project proposal) 

ïProject structure 

ïSubsidiary management plans 

 



Subsidiary Management Plans  

ÅIntegration 

ÅCommunications 

ÅRisk 

ÅProcurement 

ÅCost 
 

ÅQuality 

ÅHuman Resources 

ÅScope 

ÅTime 

 



Creating the Work Breakdown 
Structure 

ÅDeliverable-oriented, tree-like structure 

ÅGraphically defines all the work in the project 

If itôs not in the work breakdown 

structure, itôs not in the project! 

Golden Rule of Project Management 



Sample Deliverable Breakdown 

Purchase hardware 

Install hardware 

Select hardware 

Hardware 



Sample WBS 

A B C 



Roles and Responsibilities 

ÅStart with the WBS 

ÅIdentify project roles, responsibilities, and 
reporting relationships 

ÅDocument primary and support responsibilities 



Selecting Resources 

ÅWork with functional managers 

ÅEnsure right skill sets are available when 
needed 

ÅCreate your own resource pool 



Defining the Work  

ÅIdentify your deliverables (work buckets) 

ïUsually a single word 

ïMust be a NOUN 

ÅBreak each deliverable down into tasks 

ïThese require action 

ïStarts with a VERB 

ÅBreak each task down as far as necessary  

 

 



Sequencing the Work 

ÅDocument interactivity dependencies 

ÅEnsure a realistic schedule 

ÅIdentify constraints  



Identifying Dependency 
Relationships 
ÅMandatory 

ïInherent in the work 
itself 

ïPhysical limitations 

 

ÅDiscretionary 

ïBased on best 
practices 

ïSpecific sequence 
desired 

 



Estimating the Time Required 

ÅEstimate the time needed to complete each 
activity 

Å/ƻƴǎƛŘŜǊ ŜŀŎƘ ǊŜǎƻǳǊŎŜǎΩ ŀǾŀƛƭŀōƛƭƛǘȅ 



Creating the Project Schedule 

ÅTasks and activities 

ÅStart and finish dates 

ÅResources 

ÅDependencies 



MS Project Schedule 


