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Accountability, of project managers, 67
Agile approach, 73–75
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Allies, 155, 156
Analyze, Design, Develop, Implement, and

Evaluate (ADDIE) model, 14
Anger, 121
Anxiety, 126
Approval signatures, 6
Arrows, in scope diagrams, 33, 35
ASK magazine, 94
Assumptions, 146
Audience, for learning, 42
Audits: PMOs as, 176, 184; of project plans,

66
Autonomy, 118

B
Basecamp software, 188
Behavior changes, 42
Behavioral profiles, 125–126
Beliefs, shared, 159
Belly of the Whale, 156
Best practices, 14
Bion, W., 158
Blame, 138–139
Bodily-kinesthetic intelligence, 82e
Brain research, 123
Brainstorming: mitigation risks, 50; scope

diagrams and, 35; tables for, 31s, 33
Bridges, W., 114–116
Brooks, F., 184
Budgets, 113

Bureaucracy, 118
Burning platform, 162
Business case, 11–12
Business knowledge, 86
Business objectives/goals: bad examples of,

26; challenges of, 26; determining, 24–28;
effects of change on, 102, 112; forcing
discussions about, 192; function of, 66;
people involved in writing, 27; of PMOs,
179; project plan creation and, 66; writing
exercise for, 28s. See also Project objectives

Buy-in, 163

C
Call to Adventure, 154–155
Campbell, J., 153–158
Canceled projects, 102
Careers, in project management, 4–5
Catalyst Change Model, 163–167
Causal loop diagrams, 144–148
Centering, 128
Certification programs, 4
Change, organizational, 163–167
Changes: in causal loop diagrams, 146;

control of project and, 100–101; to
governance plans, 66–67; in Hero’s
Journey, 157; impact of, 101–102,
112–116; during Manage phase,
101–102, 111–117; during Plan phase,
67; in PMO creation, 179–182; to Project
Charter, 67; to project plans, 66–67, 95;
source of, 112; stakeholders’ response to,
99; versus transitions, 114–116

Coaches, 148–149
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Cognitive dissonance: benefits of, 125;
description of, 124–125

Collaboration software, 188
Common ground, 159
Communication, effective: creating a plan

for, 53–56; during Define phase, 23,
53–56; importance of, 3; during Manage
phase, 104–110, 118–120; to obtain
consensus among stakeholders, 39; for
organizational change, 163, 164; in PMO
creation, 178, 180; scope diagrams in, 35;
of status reports, 104–106

Communications plan, 66
Competitive advantage, 26
Conditions, for learning, 42
Conflicts: communicating about, 119–120;

effects of, 119–120; emotion regulation
in, 127–128; importance of, 119; source
of, 117

Constraints. See Project constraints
Controlling projects, 13, 100–101
Cost, of project, 51–52
Covey, S. R., 129
Creating the Project Office: A Manager’s Guide

to Leading Organizational Change
(Englund, Dinsmore, and Graham), 175

Critical Path Diagrams, 83
Culture, team, 56
Cynicism, 116

D
Dashboard: need for, 172; for organizational

project management, 172, 182–186
Debriefing, importance of, 13
Decision making: to mitigate risk, 47–50;

personal attacks and, 123–124; team
culture and, 56

Define phase: communication during, 23,
53–56; consequences of skipping phase
of, 12; creating a governance plan during,
56–59; deliverables of, 24; determining
constraints in, 51–53; determining
project scope in, 28–39; developing a
draft project charter during, 22–24,
59–61; establishing business goals during,
24–28; identifying project objectives in,

40–43; importance of, 22, 23; insanity
during, 23–24; overview of, 11–12,
22–24; payoff of, in Plan phase, 66; in
PMO creation, 179–182; risk and
mitigation in, 44–51; skipping of, 64;
steps in, 11e, 23e

Delegation, 137
Democratic project management, 37, 56
Dependency, 160–161
Development processes: definition of, 14, 20;

determining milestones in, 71–72;
examples of, 14; versus project
management, 14–15

Dinsmore, P., 175
DISC profiles, 125–126
Documentation, 146; during Review phase,

136–137
Dotted lines, in scope diagrams, 33, 35
Due dates: challenges to, 91; emailing of,

105–106; example of, 91e; finalizing,
89–92; for milestones, 78s, 89; for tasks,
89; tips for setting, 192

Duration, of task: definition of, 9, 89;
finalizing due dates and, 89

Dysfunctional people, 117

E
Effort: definition of, 9, 89; finalizing due

dates and, 89
Elapsed time. See Duration, of task
Emails: better management of, 10; delivering

bad news by, 56; management of, 93; for
status reports, 104–106, 109;
time-consuming nature of, 4

Emotional intelligence: brain research on,
123; description of, 81, 82e; flow of, 124e;
importance of, 123; project tasks and, 81,
82e

Emotional maturity, 126–129
Emotional Quotient (Justice), 123–124
Emotional quotients, 123–124, 126
Emotions: group dynamics and, 158–162;

regulation of, 120–130; in Review phase,
139–140; self-assessment of, 3

Endings phase, 114, 115, 117
Engagement, 163
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Englund, R., 175
Enjoyment, of projects, 193
Excel (Microsoft): creating project status

reports in, 103–104; for PMOs, 187;
popularity of, 93; status updates in,
107–108

Existential intelligence, 81
Experiences in Groups (Bion), 158

F
Facts, search for, 129–130
Failed projects: versus canceled projects, 102;

managing transitions and, 117
Fear, effects of, iv
Feedback, 118–119
The Fifth Discipline (Senge), 144
Fight/flight emotional state, 160, 161
Focus, lack of, 101
Ford, D., 110
Frustrations, of employees: awareness of,

126; causes of, 2; effects of, 3; list of, xvii,
3; self-assessment of, 3, 5–6

G
Gang & Gang, 2
Gardner, H., 81, 126
Getting Things Done (Allen), 6
Goals. See Business objectives/goals
Goleman, D., 123
Google Docs, 188
Governance plans: challenges of, 59; changes

to, 66–67; creation on, 56–59; example
of, 58e; initiation of change and, 113;
scope diagrams for, 35; template for, 59s

Government regulations, 25–26
Graham, B., 175
Graphic programs, 61
Group dynamics, 158–162
Guardians, 156

H
The Hero with a Thousand Faces (Campbell),

153–158
Hero’s Journey, 153–158
High-maturity project management, 175

Honesty, 110
Humor, 193

I
Implementation phase. See Manage phase
Inauthentic state, 155
Information technology (IT): determining

milestones in, 72–73; development
processes of, 14

Information technology (IT) systems, 73e
Inputs: definition of, 29; of project

stakeholders, 29–31; in scope diagrams,
32e, 33

Insanity, 23–24
Intelligence Reframed: Multiple Intelligences

for the 21st Century (Gardner), 126
Interpersonal intelligence, 82e
Intrapersonal intelligence, 82e
IRACIS objectives, 24–25
Issue management, 109

J
Justice, I., 123–124, 126–127

K
Knutson, J., 17

L
Ladder of Inference, 129–130
Late tasks, 109
Leadership, PMO, 172, 176
Learning, during Review phase, 13,

148–149
Learning Histories, 141–144
Learning Management Systems (LMSS):

implementation process of, 8–9; as
project sponsor, 38–39

Learning objectives: example of, 43e; parts of,
42; writing of, 41

‘‘The Liars’ Club: Concealing Rework in
Concurrent Environments’’ (Ford and
Stermann), 110

Lines, in scope diagrams, 33, 35
Linguistic/verbal intelligence, 82e
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Logical-mathematical intelligence, 82e
Low-maturity project management, 175

M
Maintenance process, 15
Manage phase: changes during, 101–102,

111–117; communication during,
107–110; conflict and, 119–120; control
of work in, 100–101; deliverables of, 13;
overview of, 12–13; personal resiliency
and, 120–130; in PMO creation,
179–182; project kickoff during,
102–107; stress during, 118–119

‘‘Management Time: Who’s Got the
Monkey?’’ (Oncken, Wass, Covey), 129

Managing Transitions (Bridges), 114
Maturity, 126–129
McDonald’s US, 188
McNamara, S., 1
Meetings: difficulties in scheduling, 6–7;

during Review phase, 136, 138–148;
sharing conflict situations in, 119

Mental models, 146
Microsoft software: for PMOs, 187;

popularity of, 93
Milestones: challenges in meeting, 78;

definition of, 66, 67, 69; determining,
67–76; due dates for, 78s, 89; examples of,
68e, 77e; order of, 69e; review of, 80t; task
dependencies and, 82–83

Military personnel, 148
Moment of Awareness, 120
Motivation, 175
Multiple intelligences: expansion of, 126; task

identification and, 81, 85e
Multitasking: challenges of, 101; everyday

nature of, 2; of project teams, 19;
technology’s effect on, iv

Murray, P., 161–162
Musical intelligence, 82e
The Mythical Man Month (Brooks), 184
Myths, 153

N
NASA, 94
Naturalistic intelligence, 81

Negative emotions, 2, 3
Negotiation, 39
Neidigh, C., 163
Neutral Zone, 115, 117
New Beginnings phase, 116, 117
New World, 158

O
Objectives. See Business objectives/goals;

Project objectives
Oncken, W., 129
Operational level, of change management,

163e, 164
Organizational agreement, 173
Organizational change, 163–167
Organizational project management, 175
Outputs: defined, 29; of project stakeholders,

29–31; in scope diagrams, 32e, 33

P
Pairing emotional state, 160, 161
Partnerships, importance of, 19–20
Peer mentoring programs, 148–149
Perfection, obtaining, 42
Personal project management, 175
Plan phase: challenges of, 94–95; changes in,

67; creating project plan in, 65–67;
determining resource dependencies in,
86–88; determining task dependencies in,
82–86; effective software for, 92–93;
finalizing task due dates in, 89–92;
identifying project tasks in, 76–82;
milestones in, 67–76; overview of, 12, 65;
payoff of Define phase in, 66; in PMO
creation, 179–182; purpose of, 65, 94;
steps in, 11e, 65e

PMBOK. See Project Management Body of
Knowledge

PMO. See Project Management Office
Positive emotions, 3
Post-its: in determining task dependencies,

82–83; in scope diagrams, 33, 35
Priorities: project complexities and, 15;

project constraints and, 52–53
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Problem-solving models: for determining
milestones, 72; Systems Thinking and,
144–145

Processes: definition of, 8–10; examples of,
8–9; in updated to-do lists, 9

Processing styles, 29
Product development life cycle, 74e
Project Charter: audit of, 59, 60s; changes to,

67; creation of, 22–24, 59–61; definition
of, 12; draft versus final, 62; importance
of, 66; reuse of, 59–60; software for,
60–61

Project constraints: determining, during
Define phase, 51–53; effects of, 51,
113–114; function of, 66; impact of
change on, 102; of PMOs, 181

Project management: as career versus
competency, 5; definition of, 14, 20;
versus development process, 14–15;
history of, 4–5; phases of, 10–13; versus
project management software, 92; steps
in, 11e; terminology of, 67; in various
business sectors, 14–15

Project Management Body of Knowledge
(PMBOK), 5; finalizing due dates in, 90;
history of, 4

Project Management Institute, 4, 67
Project Management Office (PMO): benefits

of, 178–179; creation of, 176; dashboard
options in, 182–186; defined, 172, 176;
defining roles in, 176; keys to success of,
175–176, 179; project plans that migrate
to, 179–182; rationale for, 178–179; roles
and processes of, 176–178; in small
versus large organizations, 176–177;
technology options for, 187–188

Project Management Professional
certification, 4

Project management teams: in Agile
approach, 74; autonomy of, 118; evolving
nature of, 4; feedback to, 118–119;
fragmentation of, 118; group dynamics
in, 158–162; multitasking of, 19; for
purpose of saving projects, 136; role of,
16–20; sources of stress for, 118–119; in
Systems Thinking, 147

Project managers: accountability of, 67; in
determining constraints, 51e; in
determining project objectives, 40e;
governance plans and, 57e; group
dynamics and, 159–162; negotiation
between stakeholders and, 39; PMO
troubleshooting and, 184; project
milestones and, 70e; as project sponsors,
16; response of, to change, 112–113; in
risk mitigation, 44, 45e; role of, 16, 20,
172, 192; scope creep and, 28–29, 37; in
scope diagrams, 32e, 33, 36; single versus
multiple, 17; tips for success of, 191–193;
typical story line of, 153–158; as writers
of business objectives, 27

Project (Microsoft): description of, 93; for
PMOs, 187

Project objectives: audits of, 66; categories of,
41e; definition of, 40; determining,
40–43; function of, 66; template for, 43s;
writing of, 41–43. See also Business
objectives/goals

Project plans: changes to, 66–67, 95;
definition of, 67, 99; effects of change on,
112; function of, 94; that migrate to
PMOs, 178–182; time management and,
65–66

Project portfolios, 9
Project schedules: definition of, 67; emailing

of, 105
Project scope: constraints related to, 51–52;

identification of, 28–39; inputs and
outputs of, 29–31

Project sponsors: confusion about, 38;
determining, 191–192; in determining
constraints, 51e; in determining project
objectives, 40e; governance plans and,
57e; initiation of change and, 113; lack of,
38; preproject checklist for, 17–18e;
project inputs and outputs of, 30e; project
managers as, 16; project milestones and,
70e; in risk mitigation, 45e; role of,
16–17, 20; in scope diagrams, 36; single
versus multiple, 17, 38; as writers of
business objectives, 27

Project status reports: communicating about,
104–109; creation of, 103–104; definition
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Project status reports: (continued)

of, 102; emailing, 104–106; in project
kickoffs, 102–107; risk management and,
107

Project tasks: challenges in completing, 78,
81; definition of, 7, 82; effects of change
on, 112; effort and duration of, 9;
finalizing due dates for, 89–92;
identification of, 76–82; prioritizing, 15;
versus processes, 8–10; versus projects,
5–7; review of, 80t; stakeholders’
completion of, 88; in updated to-do lists,
9; updates of, 93. See also Task
dependencies

Projects: criteria for, 22; definition of, 7, 9;
versus processes, 8–10; recognizing, 22;
versus tasks, 5–7; in updated to-do lists, 9

Prototyping, 75

Q
Quality, of project, 51–52
Quick and Dirty Risk Assessment process,

44–50

R
Readiness, for organizational change, 164,

165–166e
Reflection, 148
Regulatory projects, 25–26
Reminders, 106
Reptilian-brain response, 123–124
Resentment, 161
Resilience, personal, 120–130
Resource dependencies, 86–88
Return on investment (ROI): challenges of

calculating, 26; definition of, 24
Review phase: blame-free atmosphere of,

138–139; causal loop diagrams in,
144–148; emotions in, 139–140; function
of, 136; groups involved in, 138; learning
histories in, 141–144; leveraging
knowledge gained in, 148–150; overview
of, 13, 136–137; in PMO creation,
179–182; prerequisites for, 139; standard
survey for, 141; steps in, 11e; timing of,
137–138

Risk: assessment of, 44–46; definition of, 44
Risk mitigation: in Define phase, 47–51;

effects of change on, 102, 113–114;
function of, 66; for PMOs, 181; status
updates and, 107

Road of Trials, 156–157
ROI. See Return on investment
Rules, in meetings, 139, 162e

S
Scope creep: cause of, 28–29; prevention of,

37
Scope diagrams: advantages of, 35–36;

challenges of, 38–39; communication
with, 35; completeness of, 37–38; creation
of, 31–35; effects of change on, 102;
example of, 32e; function of, 66; goal of,
29; graphics programs for, 61; importance
of, 192; influencing stakeholders while
creating, 39; people identified in, 36–38;
for PMOs, 180; processing style and, 29;
project milestones and, 71; symbols used
in, 33, 35; template for, 34s

Scrums, 74–75
Senge, P., 144
Shared beliefs, 159
SharePoint program, 61, 188
Skills instruction, 86
Social networking sites, 143
Software, project management: choices of,

93–95; description of, 92–93; lack of
project sponsor in, 38; for PMOs,
187–188; popular type of, 93; for project
charters, 60–61; versus project
management, 92; and skipping of Define
phase, 12; strength of, 12; time
management and, 93

Solid lines, in scope diagrams, 33
Spiral Impact, 128
Staff reductions, iv
Stakeholders: completion of tasks by, 88; in

determining constraints, 51e; in
determining project objectives, 40e;
effects of change on, 111, 112; emailing
status reports to, 104–106; finalizing due
dates and, 91–92; governance plans and,
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57e; increased number of, 19; obtaining
consensus among, 39; as participants in
Review phase, 137–138; plan for
communicating with, 53–56; project
inputs and outputs of, 29–31; project
milestones and, 70e, 71; as resource
dependencies, 88; response of, to change,
99; in risk mitigation, 44, 45e, 50–51; role
of, 19, 20; scope creep and, 28–29; in
scope diagrams, 32e, 33, 36, 37; system as,
39–40; task dependencies and, 84–86;
task identification and, 81, 82e; writing of
business objectives and, 27–28

Standard Surveys, 141, 142e
Status reports. See Project status reports
Stermann, J., 110
Story of Origin, 153–158, 159s
Strategic level, of change management, 163e,

164
Stress: awareness of, 120, 126–127; benefits

of, 124; building resiliency to, 120–130;
control of project and, 101; sources of,
118–119

Successful projects: criteria for, 44;
importance of communication to, 3; key
to, 144

Surveys, in Review phase,
139–148

Survival mode, 123
Systems Thinking, 144–148

T
Tactical level, of change management, 163e,

164
Tagline, project, 167s
Task dependencies: definition of, 82;

determining, in Plan phase, 82–86;
example of, 84e; redundancy in, 85e. See
also Project tasks

Task owners, assignment of, 87s, 92
Tasks. See Project tasks

Technology: addition of, during project, 137;
effects of, on multitasking, iv; for PMOs,
187–188

Time constraints: determining, 51–52;
Review phase and, 137–138

Time management: demands of email in, 4;
effects of change on, 112; effort and
duration in, 9; finalizing due dates and,
89–92; importance of project plans,
65–66; software and, 93; steps to
improve, 10

To-do lists: daily updates to, 9–10; employee
frustrations and, 5–6; projects versus
tasks on, 6–7

Towers Perrin, 2
Training classes, 72e
Transitions, 114–116
Trust, 118

U
Uhl, T., 184

V
Valencic, K., 127
Velocity, 74
Vision, 162

W
Wass, D. L., 129
Waterfall methodologies, 73
Webinars, 148
Work Breakdown Structure (WBS):

description of, 76; example of, 79e;
template for, 80s

Workload: forces affecting, iv; unrealistic
number of projects in, 152

Workshop development: development
processes of, 14; objectives of, 41–42; for
Review phase, 138
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