actual cost (AC), 222, 229
administration tools in the executing process

change request form, 663667

phase closeout document, 668-671

press release, 671-673

project newsletter, 674-676

project presentations, 676-678

project status meeting, 679-682
administration tools in the planning process

budget spreadsheet, 575-579

change control plan, 579-583

comprehensive test plan, 583-587

critical chain, 587-590

earned value analysis, 590-596

issue management plan, 596-600

quality metrics, 600-603

risk management plan, 603-607

risk register, 607-609

schedule management plan, 609-613
administrative closeout, 13,17, 741
Adobe Reader (on the CD-ROM), 756
attire, 27, 53

baseline schedule
benefits of, 617
comparing original/current project schedule, 162, 163
creating, 616-617
delays made clear by, 162-163
example project schedule including, 163
knowledge areas associated with, 162
maintaining for earned value analysis, 595
overview, 162-164
as planning process reporting tool, 615-617
planning to use, 164-165
project manager responsibilities for, 165
purpose of, 162
questions answered by, 616
questions for planning, 164-165
reporting using, 165
sample on the CD-ROM, 162
scenario emphasizing importance of, 615-616
as time management tool, 162-165
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tool value, 162
Tools at a Glance summary, 774
updating, 616
using, 617
baselines in project management plan, 90
Belgium, etiquette in, 765
bid document. See project proposal
bid review meeting, 101
body language, tips for, 55
breakpoints for quality metrics, 265
buddy system for virtual project teams, 57
budget spreadshest
benefit< for project managers, 208, 209-210
contnurication challenges, 208
cotisistent estimates needed from team members, 210
25 cost management tool, 208-214
creating, 210-211, 576-578
displaying allocations by functional areas, 210
examples, 208-209, 213-214, 577, 578
forecasts in, 576-577, 578
key elements, 209
knowledge areas associated with, 208
overview, 208-211
as planning process administration tool, 575-579
planning to use, 211-212
purpose of, 208
questions answered by, 576
questions for planning, 211-212
reporting using, 212-214
sample on the CD-ROM, 208, 578
scenario emphasizing importance of, 575-576
template on the CD-ROM, 209
tool value, 208
Tools at a Glance summary, 774
updating, 578, 579
using, 578-579
what-if scenarios for managing costs, 210-211
buffer report, 277, 278, 283
business cards, dual-language, 762
business lunches, tips for, 54
business travel
dual-language business cards, 762
etiquette, 764-767
learning cultural differences, 761, 762-764
preparation, 761-762
business/system requirements mapping, 148-149
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C examples, 174, 666
) ) as executing process administration tool, 663-667
CD-ROM th this book as formal documentation for changes, 172
accessing content on, 755-756 knowledge areas associated with, 172
apphcations on, 756-758 need [or, 664—665
author-created materials on, 756

customer care information for, 759
eBook version of this book on, 758
master list of tools on, 719

system requirements for, 755

trqubleshooting, 759 questions for planning, 176

using, 755-756 reporting using, 177
change administrator role, 168 sample on the CD-ROM, 172, 667
change boards role in change control, 169 scenario emphasizing importance of, 663-664
change control plan situations suitable for, 173

creating, 580-581 as time management tool;171-177
customer involvement in, 582 tool value, 172

for customer/team communication, 166-167 Tools at a Glance sumiaary, 774
establishing early in the project, 580

overview, 171-173

planning to use, 175-176

project manager review of, 171-172
purpose of, 171

questions answered by, 664

. : . using, 667
for fixed-bid projects, 580 change request l9g, 172, 174-175, 177, 665
knowledge areas associated with, 166 charters
overview, 165-168 project 76280, 499-502, 777
as planning process administration tool, 579-583 eam.115-120. 734—737. 780
planning to use, 169-170 Chiet 2 gject Officer (CPO), EPM support by, 67-70

project manager responsibilities for, 169
project manager use of, 165-166

purpose of, 165-166

questions answered by, 580

questions for planning, 170

reporting types, 171

roles documented by, 168-169

sample on the CD-ROM, 166, 582

scenario emphasizing importance of, 579-520
stakeholders’ role in, 167

Chioa etiquette in, 765
<lients. See customers
ci0seout process
administrative closeout, 13, 17, 741
lessons learned document development before, 41-42
overview, 17
technical closeout, 17, 741
tool breakdown structure, 771
closeout process tools
: formal acceptance document, 741-745
steps for processing change requests- 198 lessons learned document, 745-748

tabk of contents, 167, 581-582 . user acceptance document, 748-752
as time management tool, 165171 clothing, 27, 53

tool value, 166
Tools at a Glance summary, 774
using, 582-583
change control process
in Enterprise Portfolio Management, 68
importance to scope management, 8
schedule management plan documenting, 201
scope management plan documentation of, 143

communication links
accuracy of communication affected by, 22-23
calculating number of, 22, 23
line chart for 1 to 25 people, 23, 24
personal filters altering messages, 24
project organization chart for clarifying, 96
receiving model, 26

i sending model, 25-26

change initiator role, 168 spreadsheet on the CD-ROM, 23

change manager role, 169 terminology, 25

change owner role, 168 typical conversation, 24-25

change request form communication management. See also communication
change request log, 172, 174-175, 665 planning

communicating timing of changes to customer, 173 challenges of, 49
company versions of, 173 components of, 10-11
creating, 664-666 conflict resolution, 62—65

customer involvement in process, 665 Enterprise Portfolio Management (EPM), 65-70
diligence needed in processing, 665 face-to-face interaction, 45, 52-54
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importance of, 345
knowledge area overview, 10-11
methods of communication, 11, 44-48
need for, 3
overloading information, avoiding, 49-51
responsibility for planning communication, 4
tool breakdown structure, 770
typical communication scenario, 4
upfront communication planning, 5
for virtual project teams, 54-62
communication management tools
communication plan, 5, 6, 32-35, 311-316
e-mail, 316-321
instant messaging, 321-324
project calendar, 324-330
project presentations, 26-29, 331-335
prototyping, 335-339
work package, 339-344
communication plan
brainstorming sessions for, 34
cadence or rhythm for communications, 312, 313
capturing communication requirements, 34
check list for creating, 34-35
as communication management tool, 311-316
communication matrices in, 313
communication requirements matrix in, 6, 35-38,
315-316
company standard template for, 35
consolidating, 33
creating, 32-35, 315, 484
customer approval of, 486
customer communication requirements in;.>5
establishing timeframes for reports, 315
example, 485
as initiating process tool, 483—48¢
knowledge areas associated witix 212
media or press conferences in, 34
overview, 32, 311-314
planning to use, 314-315
in project management plan, 90
purpose of, 311
questions answered by, 484
questions for planning, 314-315
questions to ask, 32
reporting using, 315-316
reviewing periodically, 312, 486
role report matrix in, 6, 38—41, 313
sample on the CD-ROM, 312, 484
scenario emphasizing importance of, 483-484
sent out by project manager, 5, 6
table of contents, 34, 312-313
timely delivery of project information in, 32, 34
tool value, 312
Tools at a Glance summary, 774

Index

understanding audience for deliverables, 35
using, 485-486

communication planning

avoiding presentation mistakes, 28-29

challenges of, 20-21

common communication problems, 21-22

communication planning meeting for, 6

communication requirements matrix for, 6, 35-38,
315-316

creating a project communication plan, 32-35

defined, 10

distributing project information, 44-48

embracing, 19-20

ignoring, reasons for, 20-21

lessons learned information development, 41-44

meeting for, 6

need for, 19-20, 21

parties involved ‘n, 20

preparing for presentations, 26-27

presenting pioject materials, 27-28

preventing communication problems, 21-22

responsibility for, 4

oL e port matrix for, 6, 38—41

L iiderstanding communication links, 22-26

anderstanding generation of project information, 19

understanding stakeholder risk tolerance level, 29-32

upfront in project, 5

communication requirements matrix

benefits of, 36

brand-new with this book, 6

in communication plan, 313

creating, 36, 38

customers’ approval of, 36

described, 6

developed at communication planning meeting, 6

examples, 37, 315-316

overview, 35-36

reading the matrix chart, 36

role report matrix versus, 38

template, 315-316

types of communication reports used in, 40

communication tools. See tools; specific tools
comprehensive test plan

acceptance testing not covered by, 236
benefits of, 236, 583

communicating, 234-235

creating, 584

knowledge areas associated with, 234
overview, 234-236

as planning process administration tool, 583-587
planning to use, 236-237

purpose of, 234

as quality management tool, 234-238
questions answered by, 583

questions for planning, 237
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comprehensive test plan (continued)
reporting with, 238
sample on the CD-ROM, 234, 586
scenario emphasizing importance of, 583
table of contents, 235, 584-586
tool value, 234
Tools at a Glance summary, 774
using, 586-587
computer calls, 45
conference calls, 45
conflict resolution
accommodating style for, 64
avoiding style for, 64
competing style for, 63
compromising style for, 63—-64
Conlflict Resolution chart, 64-65
cooperative problem solving for, 63
dispute resolution in EPM, 70
fight or flight reactions, 62
inevitable need for, 62-63
sample chart on the CD-ROM, 65
virtual project team scenario, 59
construction feasibility study, 134
consultant management, 10
contract administration, 13
contract-based projects, 139
contractors, challenges of managing, 275
control chart
approval of conditions for, 240-241
benefits for team members, 239
components of, 240
as control process monitoring tool, 683-689
creating, 684-687
ease of using, 238-239
establishing upper and lower limits, 240,241
examples, 239-240, 687-688
as executing process monitoring tool, 683-689
knowledge areas associated with, 239
lower control limit for, 686
mean data (daily average) for, 686
overview, 238-241
planning to use, 241-242
purpose of, 238
as quality management tool, 238-243
questions answered by, 684
questions for planning, 242
reporting using, 243
sample mean data (average of all means) for, 686
sample on the CD-ROM, 239, 687
sample-related data for, 685
scenario emphasizing importance of, 683-684
time-related data for, 685
tool value, 239
Tools at a Glance summary, 774

784

types of charts, 243
upper control limit for, 686
using, 688-689

control flow diagrams. See flow charts
control room, creating, 22
controlling process, 16

controlling process monitoring tools

control chart, 683-689

issues list, 689-691

project meeting minutes, 691-694
risk assessment form, 694-697
safety report, 698-700

work package, 700-703

cost estimate report

communication critical for, 214

company methods for handling costs, 216
as cost management tcol;214-219
cost-driven project herefits, 215

creating, 619-621

examples, 215,919-620

knowledg: aizcs associated with, 214
overview, 214-217

as plarin ng process reporting tool, 618-621
rlaiiing to use, 217-218

arcject manager responsibilities for, 215-216
purpose of, 214

questions answered by, 618

questions for planning, 217-218

reporting estimates as ranges, 619

reporting using, 218-219

sample on the CD-ROM, 214, 621

scenario emphasizing importance of, 618
stages of funding, 216

takeoff process on construction projects, 217
tolerance level for estimates, 619

tool value, 214

Tools at a Glance summary, 774

types of, 218-219

using, 621

cost estimating tool

benefits of forecasting costs, 228

as cost management tool, 227-231
creating, 540-541

estimate at completion (EAC) formulas, 228-229
forecast creation, 540-541
forecasting methods, 229

knowledge areas associated with, 227
overview, 227-228

as planning process tool, 539-541
planning to use, 230-231
professional forecaster for, 540
project estimate tool creation, 541
purpose of, 227

questions for planning, 230-231



reporting using, 231
sample on the CD-ROM, 228
scenario emphasizing importance of, 539
tool value, 228
Tools at a Glance summary, 774
using, 541
work breakdown structure (WBS) for, 230
cost management
histogram report for, 287
knowledge areas overview, 9, 207
in project management plan, 89
cost management tools
budget spreadsheet, 208-214
cost estimate report, 214-219
cost estimating, 227-231
earned value analysis, 219-227
cost performance index (CPI), 222, 229, 273, 592
cost report, 41, 179, 181
cost variance (CV), 222, 591, 592, 732
cost-driven projects, 207, 215
CPO (Chief Project Officer), EPM support by, 67-70
critical chain tool
creating, 277, 588
customer support needed for, 588
examples, 277, 278, 282, 588-589
feeding buffers, 277
fever charts, 281, 283
golden questions for, 590
as human resource management tool, 276-285
knowledge areas associated with, 276
looking glass reports, 281, 283-285
methodology, 280
overview, 276-277

as planning process administration toal,.587-590

planning to use, 277, 279
protection ratio, 277, 282
purpose of, 276
questions answered by, 587
questions for planning, 279
reporting using, 280-285
resource leveling versus, 549
sample on the CD-ROM, 276
scenario emphasizing importance of, 587-588
text-based reports, 278, 281, 282
tool value, 276
Tools at a Glance summary, 774
using, 589-590

critical path, 188, 298

CRUD matrix, 304, 306, 308, 553. See also responsibility

matrix
cultural differences, 761, 762-764
cultural feasibility study, 134
customer care information (Wiley), 759

Index

customer requirements document
approval from downstream users, 490
capturing information for, 128, 129, 487-488
creating, 487-488
good versus bad requirements, 130
as initiating process tool, 486—491
knowledge areas associated with, 128
overview, 128-130
planning to use, 130-131
project requirements analyst’s role, 128, 129, 130
as project scope management tool, 128-132
purpose of, 128
questions answered by, 487
questions for planning, 131
reporting, 132
sample on the CD-RCM, 128, 490
samples on the Internet, 128
scenario emphas zirig benefits of, 486—487
table of conter.ts, 129, 488—490
tool value 128
Tools a’ a (iance summary, 775
use snrciughout project, 129, 132
usiig 490-491

cnswoiiiers. See also project owners; stakeholders
change control plan for communicating with, 166-167
change control plan involvement, 582
change request process involvement, 665
communication requirements matrix approval by, 36
design specifications approval by, 533
determining risk tolerance level for, 31
document control system access for, 455, 536, 538
ensuring project status report meets needs of, 112
formal acceptance process role of, 743
issue management involvement by, 690
lessons learned involvement, 747
logic network diagram involvement, 630
periodic report creation involvement, 719
phase closeout process involvement, 669
press releases controlled by, 672
project charter creation by, 499, 500
project kick-off meeting attendance, 504
project management planning participation by, 509
project meeting minutes review by, 693
project milestone list use by, 633
project newsletter use driven by, 675
project status meeting for, 104-105, 680
project status report responsibilities, 721
quality management plan involvement, 522
risk assessment form use by, 695
risk management plan needed by, 412
risk matrix involvement, 639
risk model involvement, 558
role for project charter, 78
scope definition document approval by, 139
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customers (continued)
scope management plan use by, 143
stoplight report use by, 728
system requirements document involvement, 564
system requirements document use by, 146-147
team charter involvement, 735
team lead’s report use by, 738
user acceptance document involvement, 750
CV (cost variance), 222, 591, 592, 732

D

daily calendars, 327
daily checkpoint, 107
daily progress report
benefits of, 346-347, 706
commitment and accountability improved by, 347
creating, 706-707
knowledge areas associated with, 346
overview, 346-347
periodic reports versus, 347
planning to use, 348-349
process of report and associated meeting, 347
as project communication reporting tool, 346-350
purpose of, 346
questions answered by, 706
questions for planning, 348-349
reporting using, 349-350
in role report matrix, 41
sample on the CD-ROM, 346, 707
scenario emphasizing importance of, 705-706
in SRUM methodology, 346
tool value, 346
Tools at a Glance summary, 775
using, 707
dashboard report
benefits of, 350-351
costs of, 350, 652
creating, 652-654
detail level of, 351-352
examples, 351, 654
Excel for, 351, 653
as executing process tool, 651-655
knowledge areas associated with, 350
limitations of, 352
overview, 350-352
planning to use, 352-354
printed versus automated, 655
program level, 352
as project communication reporting tool, 350-354
project points in, 352
purpose of, 350
questions answered by, 652
questions for planning, 353-354
reporting using, 354
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sample on the CD-ROM, 350, 654
scenario emphasizing importance of, 651-652
single focus for each chart, 654
tool value, 350
Tools at a Glance summary, 775
updating, 350, 652
using, 654
decision tree diagram
benefits of, 384
challenges of, 622
creating, 622-623
decision paths and decision points in, 385
EMV use of, 388
example, 384-385
full team involvement needed for, 386
industry utilization of, 385
knowledge area associated with, 384
overview, 384-386
as planning proctss reporting tool, 621-624
planning to 1se; 386-387
project m¢nager responsibilities for, 388
purpos’ o, 384
questions answered by, 622
ciestions for planning, 387
seporting using, 388
as risk management tool, 384-388
sample on the CD-ROM, 384, 623
scenario emphasizing importance of, 621-622
tool value, 384
Tools at a Glance summary, 775
uncertainty in, 624
using, 623-624
Delphi method
bias eliminated by, 243, 244-245
creating, 530-531
knowledge areas associated with, 244
overview, 243-245
as planning process tool, 529-532
planning to use, 245-246
purpose of, 243
as quality management tool, 243-247
questions answered by, 530
questions for planning, 245-246
reporting using, 246-247
sample on the CD-ROM, 244
scenario emphasizing importance of, 529-530
situations suitable for, 244, 245
tool value, 244
Tools at a Glance summary, 775
using, 531-532
demo versions of programs on the CD-ROM, 757-758
design specification document
approval by customers, 533
challenges for using, 248
communication challenges, 247



creating, 532-534
development process for, 248
examples, 248, 249
knowledge areas associated with, 247
overview, 247-250
as planning process tool, 532-535
planning to use, 250-251
purpose of, 247
as quality management tool, 247-253
questions answered by, 532
questions for planning, 250-251
reporting using, 251, 253
sample on the CD-ROM, 247, 534
scenario emphasizing importance of, 532
sign-off for, 251
table of contents for software design, 252
tool value, 247
Tools at a Glance summary, 775
using, 534
dictionary in work breakdown structure, 152, 154
dispute resolution in EPM, 70. See also conflict resolution
document control system
benefits of, 452-453
as central repository for project information, 452
communication aspects of, 452, 454
creating, 536-537
customer access to, 455, 536, 538
example directory structure, 537-538
key features, 453454
knowledge areas associated with, 452
manual workaround for, 454-455, 537
multiproject environment benefits, 453
overview, 452-455
packages on the market, 453
as planning process tool, 535-53:
planning to use, 455457
as procurement management teol, 452—-457
questions answered by, 535
questions for planning, 456-457
reporting using, 457
scenario emphasizing importance of, 535
security levels for, 457
for sign-offs and approvals, 454
tool value, 452
Tools at a Glance summary, 775
as top priority, 453
using, 538-539
dressing, 27, 53
dual-language business cards, 762

E

earned value analysis
actual cost (AC), defined, 222
baseline schedule maintenance for, 595

cost and schedule information integrated by, 219
as cost management tool, 219-227
cost performance index (CPI), defined, 592
cost variance (CV), defined, 592
creating, 591-595
earned value analysis performance calculation, 222
earned value (EV), defined, 222, 592
examples, 220, 225-227, 592-593, 594
formulas, 222, 591-592
knowledge areas associated with, 219
measuring a project’s earned value, 221-223
overview, 219-221
as performance measurement, 219
performing and interpreting, 222-223
planned value (PV), defined, 222, 592
as planning process aaministration tool, 590-596
planning to use, 223-225
project manager bet efits from, 221
purpose of, 219
questions.ancwered by, 590-591
questions (o planning, 224-225
repe tilig using, 225-227
saiipic on the CD-ROM, 220, 596
- _enario emphasizing importance of, 590-591
schedule performance index (SPI), defined, 592
schedule variance (SV), defined, 592
status meetings for, 596
terminology, 592
tool value, 220
Tools at a Glance summary, 775
using, 596
value S-curves generated by, 220, 594
when costs or hours not recorded at activity level, 221
earned value (EV), 222,229, 592
eBook version on the CD-ROM, 758
electronic communication. See computer calls; e-mail;
instant messaging
e-mail
avoidances for, 319, 657, 658
categories for project use of, 657-658
challenges for effective use of, 316-318
as communication management tool, 316-321
dos and don'ts, 318-319, 657, 658
downside of, 46
example of appropriate project e-mail, 317, 318
as executing process tool, 655-658
for formal acceptance document, 742
information overload from, 50
knowledge areas associated with, 317
morale building using, 657
overuse and misuse of, 317, 657
overview, 316-319
planning to use, 319-320
popularity of, 46, 316, 317
positive uses of, 318, 658
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e-mail (continued)
processing automatically, 51
for project presentations, 677
purpose of, 316
questions answered by, 656
questions for planning, 319-320
reporting using, 320-321
scenario emphasizing importance of, 655-656
tool value, 317
Tools at a Glance summary, 775
tracking and capturing approval using, 320
using, 658
voting button feature, 320-321
working with, 646-648
emotions, controlling during communication, 53
Empire Suite by WSG Systems (on the CD-ROM), 758
EMV. See expected monetary value
Enterprise Portfolio Management (EPM)
aligning governance, 67-68
communication model, 67
data collection, 69
dispute resolution, 70
executive team access and support needed for, 67
foundation building blocks, 66
overview, 65-67
portfolio, defined, 65
portfolio risk management, 68
resource management, 69-70
environmental feasibility study, 134
EPK-Suite (on the CD-ROM), 758
estimate at completion (EAC) formulas, 228-229
estimating tool. See cost estimating tool
etiquette for travelers, 764-767
EV (earned value), 222, 229, 592
executing process, 16
executing process administration tegis
change request form, 663-667
phase closeout document, 668-671
press release, 671-673
project newsletter, 674-676
project presentations, 676-678
project status meeting, 679-682
executing process monitoring tools
control chart, 683-689
issues list, 689-691
project meeting minutes, 691-694
risk assessment form, 694-697
safety report, 698-700
work package, 700-703
executing process personal communication tools
dashboard report, 651-655
e-mail, 655-658
instant messaging, 659-661
executing process reporting tools
daily progress report, 705-707
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Gantt chart, 708-711
histogram report, 711-714
Pareto chart, 714-718
periodic reports, 718-720
project status report, 720-723
spider charts, 723-726
stoplight report, 726-734
team charter, 734-737
team lead’s report, 737-739
expected monetary value (EMV)
benefits of, 625
comparing to average contingency in location, 626
for cost communication, 389
creating, 624-625
decision tree analysis used by, 388
estimating value versus puobability for risk events, 390
examples, 389, 393
formula, 390
knowledge area associated with, 389
overview, 385—-260
as planning precess reporting tool, 624-626
planning 1o use, 391-392
purpese of, 388
criestions answered by, 624
aucstions for planning, 391-392
reporting using, 392-393
as risk management tool, 388-393
sample on the CD-ROM, 389
scenario emphasizing importance of, 624
steps in analysis, 391
tool value, 389
Tools at a Glance summary, 775
using, 625

F

face-to-face interaction
benefits of, 52, 54
business lunches, 54
formal, 45
informal, 45, 53, 54
in-person meetings, 21-22, 53, 57
social events, 54
verbal communication, 11, 44-45
facial expressions, 53
feasibility study
creating, 492
customer approval of, 494
industry examples, 134
as initiating process tool, 491-494
justification information for project in, 132-133, 134
knowledge areas associated with, 132
overview, 132-133
planning to use, 135-136
as project scope management tool, 132-136



purpose of, 132
questions answered by, 491
questions for planning, 135-136
reporting using, 136
sample on the CD-ROM, 133, 493
scenario emphasizing importance of, 491-492
shut down of project after, 492
table of contents, 133, 492-493
tool value, 133
Tools at a Glance summary, 775
types of, 134
using, 493-494
fever charts, 281, 283
flow charts
action box element, 628
benefits of, 253, 255
creating, 627-628
decision step element, 628
ease of using, 253
end process step element, 628
examples, 254, 628
knowledge areas associated with, 253
other names for, 253
overview, 253-255
as planning process reporting tool, 626—-629
planning to use, 255-256
possible charts applicable to projects, 255
process step element, 628
purpose of, 253
as quality management tool, 253-257
questions answered by, 627
questions for planning, 256
reporting using, 257
sample on the CD-ROM, 253, 629
scenario emphasizing importance of,626-627
start process step element, 62.5
tool value, 253
Tools at a Glance summary, 776
using, 629
foreign projects. See also virtual project teams
business travel, 761-767
cultural differences, 761, 762—-764
etiquette, 764-767
preparing and planning for communications, 767-768
recommended reading, 763
formal acceptance document
archiving, 459
benefits of, 458-459
Client/Owner signature field, 459
as closeout process tool, 741-745
creating, 742-743
customer role in, 743
diligence needed for, 743
e-mail for, 742
examples, 460, 743, 744

Index

importance of sign-off, 459
knowledge areas associated with, 458
overview, 457-461
phase closeout document versus, 470
planning to use, 461-462
as procurement management tool, 457—-463
purpose of, 457
questions answered by, 742
questions for planning, 461-462
reporting using, 462
sample on the CD-ROM, 458, 743
scenario emphasizing importance of, 742
sign-off for, 745
tool value, 458
Tools at a Glance summary, 776
using, 743, 745
warranty period sta‘t, 459, 461
France, etiquette in.[76:—-766
freeware programe or the CD-ROM, 756, 758
functional menagers
communicaing human resource plan to, 294, 498
rescirce. leveling process and expectations of, 297
teaiil charter use by, 117-118
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T
Gantt chart
creating, 708-709
detail level of, 709
examples, 178, 181-182, 709, 710
graphical side, 709
histogram report versus, 286, 287
knowledge areas associated with, 178
logical relationships between tasks on, 178-179, 709
Milestones Professional 2006 tool (on the CD), 757
overview, 177-179
planning to use, 179-181
popular fields to display, 708
in project management scheduling packages, 179
project manager’s use of, 178-179
purpose of, 177
questions answered by, 708
questions for planning, 180-181
as report for schedule and/or costs, 179
report types available, 181
reporting from, 181-183
sample on the CD-ROM, 178, 709
scenario emphasizing importance of, 708
tabular side, 709
as time management tool, 177-183
tool value, 178
Tools at a Glance summary, 776
using, 709, 711
what-if scenarios using, 177
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Germany, etiquette in, 766

gestures, cultural differences in, 763
gifts, cultural differences for, 763
Goldratt, Eliyahu M., 51
governance

aligning in Enterprise Portfolio Management, 67-68

project governance guide, 87
greetings, cultural differences in, 763

H

histogram report
benefits of, 287-288, 712
communication of, 286
for cost management, 287
creating, 286-287, 712
examples, 287, 290, 291, 713
Gantt chart versus, 286, 287
for human resource management, 287
as human resource management tool, 286-291
knowledge areas associated with, 286
overview, 286288
planning to use, 288-289
purpose of, 286
questions answered by, 711
questions for planning, 288-289
reporting using, 289-291
for resource leveling, 302
sample on the CD-ROM, 286, 713
scenario emphasizing importance of, 711
tool value, 286
Tools at a Glance summary, 776
using, 713-714
home office employees. See virtual project teams
hourly calendars, 327
human resource management
benefiting from lessons learned, 42
challenges of, 275
for consultants, 10
in Enterprise Portfolio Management, 69-70
knowledge area overview, 9-10
for projects versus companies, 10

team charter documenting requirements, 116-120

tool breakdown structure, 770
for virtual project teams, 54—62
weak matrix structure, 9-10
human resource management tools
critical chain, 276-285
histogram report, 286-291
human resource plan, 291-297
Innate Timesheets (on the CD), 757
resource leveling, 297-303
responsibility matrix, 304-310
human resource plan
benefits of, 292
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communicating to functional managers, 294, 498
for cost tracking, 292

creating, 495

developing early in planning phase, 495
example staffing plan, 296

as human resource management tool, 291-297
as initiating process tool, 494-499

knowledge area associated with, 292

other resource requirements in, 293-294
overview, 291-294

planning to use, 294-296

project manager responsibilities for, 2901-292
purpose of, 291

questions answered by, 494

questions for planning, 295-296

reporting using, 296-297

sample on the CD-RCM, 292, 497

scenario emphasiziig 11portance of, 494-495
table of contents, 262-293, 406497

tool value, 262
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updating, *98-499

using; 47499

witi =it scenarios using, 292
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impact assessors role, 168
individual resource calendar, 327
Indonesia, etiquette in, 767
informal conversations, 45, 53, 54
information overload
effective communication versus, 50
handling, 51
prevalence of, 49-50
sources of, 50-51
initiating process, 15
initiating process tools
communication plan, 483-486
customer requirements document, 486-491
feasibility study, 491-494
human resource plan, 494-499
project charter, 499-502
project kick-off meeting, 502-508
project management plan, 508-513
project organization chart, 513-516
project proposal, 516-520
quality management plan, 520-524
scope management plan, 524-527
Innate Timesheets (on the CD-ROM), 757
in-person meetings, 21-22, 53, 57
instant messaging
avoidances for, 323, 660-661
benefits for project manager and team, 322, 651



cautions for using, 46-47, 660

challenges for effective use of, 321

as communication management tool, 321-324

creating an instant message, 659-660

dos and don’ts, 323, 660-661

example exchange, 322

as executing process tool, 659-661

goal of messages, 321

informal nature of, 46, 321, 659

knowledge areas associated with, 321

overview, 321-323

planning to use, 323-324

positive uses of, 323, 660

purpose of, 321

questions for planning, 323-324

scenario emphasizing importance of, 659

tool value, 321

Tools at a Glance summary, 776

video with, 321
integration management. See project integration management
Ishikawa, Kaoru (Pareto chart popularizer), 355
issue management plan

creating, 597-598

Issue Ranking table, 402

Issue Severity Level Ranking table, 401-402

issues versus risks, 597

key areas to address, 400-401

knowledge areas associated with, 399

overview, 399-403

as planning process administration tool, 596-600

planning to use, 403-404

proactive communication of, 399

purpose of, 399

questions answered by, 596-597

questions for planning, 404

ranking process for issues, 4901

reporting using, 405

as risk management tool, 399-405

sample on the CD-ROM, 399, 599

scenario emphasizing importance of, 596-597

sign-off and approval for, 599

table of contents, 400, 598-599

tool value, 399

Tools at a Glance summary, 776

using, 599-600
issues list

benefits of, 394, 395

communicating, 394, 395, 398

as control process monitoring tool, 689-691

creating, 690

customer involvement in issue management, 690

diligence needed for issues, 690

examples, 394-396, 690

Index

as executing process monitoring tool, 689—-691
issues versus risks, 395
knowledge areas associated with, 394
overview, 393-396
planning to use, 396-398
purpose of, 393
questions answered by, 689
questions for planning, 397-398
reporting using, 398
as risk management tool, 393-398
in role report matrix, 41
sample on the CD-ROM, 394, 691
scenario emphasizing importance of, 689
tool value, 394
Tools at a Glance summary, 776
tools for managing an<. tracking issues, 396
types of issues, 392-524
updating, 691
using, 691
Italy, etiquette’1r1;, 766

J

Juzacy, joseph M. (Pareto chart popularizer), 355

K

kick-off meeting. See project kick-off meeting
Kingdome roof replacement project, 35
knowledge areas. See also specific areas
adjusting time spent on each area, 13
areas defined by Project Management Institute, 7
overview, 9-13
tool breakdown structure, 769, 770

L

legal feasibility study, 134

legal issues
dispute resolution in EPM, 70
for project proposal, 517
for user acceptance document, 477

lessons learned document
benefiting from lessons learned, 43
benefits of, 464
capturing lessons in project meeting minutes, 91
central location for, 43
change request log use for, 174-175
as closeout process tool, 745-748
collecting information for, 467-468
communicating information, 42-43
communicating throughout project life, 463
creating, 746-747
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lessons learned document (continued) Tools at a Glance summary, 776
customer involvement in, 747 types of relationships between activities, 185
developing throughout project life, 41-42, 465-466, using, 631-632
746-747 long range calendars, 327
informal customer meetings for, 469 look ahead report, 41
knowledge area associated with, 463 looking glass reports, 281, 283-285
meeting topics, 463
overview, 463-467
planning to use, 467—-469 M
as procurement management tool, 463-469 media based status meetings, 105, 107
purpose of, 463 media conferences, 34
questions answered by, 746 media report, 41, 191
questions for planning, 468-469 micromanagement, information overload from, 50-51
reporting using, 469 milestone list. See project milestone list
reviewing other project documents, 467 Milestones Professional 2006 (on the CD-ROM), 757
in role report matrix, 41 Milestones Project Companicn (on the CD-ROM), 757
sample on the CD-ROM, 464, 747 Mindjet MindManager Pre (61 the CD-ROM), 757
scenario emphasizing importance of, 745-746 minutes for meetings. S2e project meeting minutes
specific examples and details in, 466467 monitoring tools for executing and controlling
starting at project beginning, 465 control chart! 623-689
table of contents, 464—465, 747 issues list, 667691
talking to previous project manager, 43, 83 project meeting minutes, 691-694
team lead’s report information for, 125 risk assessment form, 694-697
Tools at a Glance summary, 776 setery report, 698-700
updating, 486 work package, 700-703
using, 485-486 awonthly calendars, 327
lifecycle process. See project lifecycle process nionthly management checkpoints, 107
line managers. See functional managers monthly media status meeting, 107
logic flows. See flow charts morale events for virtual project teams, 58
logic network diagram motivating virtual project teams, 58-59
benefits of, 630 multiproject environments
checking project schedule against, 183-184 dashboard report for, 350-354, 775
common project task dependencies, 186 document control system benefits for, 453
creating, 630-631 information overload in, 51
critical path on, 188 reducing team member assignments, 51
examples, 184, 185, 188, 189,551 multitasking
interdependencies of activities on;.184, 186 critical chain tool for reducing, 276, 588
knowledge areas associated with, 183 productivity reduced by, 276
overview, 183-184 Theory of Constraints for reducing, 51

owner/customer involvement in, 630
as planning process reporting tool, 629-632

planning to use, 186-187 N
pure logic diagram, 184, 185 negotiating styles, cultural differences in, 764
purpose of, 183 newsletter. See project newsletter

questions answered by, 630
questions for planning, 187

reporting with, 187-189 O

sample on the CD-ROM, 183, 631 offshore team members. See foreign projects; virtual project
scenario emphasizing importance of, 629-630 teams

sequencing tasks during creation, 630 organization chart. See project organization chart

sign-off and approval for, 632 organizational feasibility study, 134

as time management tool, 183-189 over-allocated report, 298, 299, 302

time scale diagram, 185-186, 188 overloading information. See information overload

tool value, 183
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P PERT Chart Expert (on the CD-ROM), 757
phase closeout document
paper reports, 46 benefits of, 471

Pareto chart
creating, 715-717
customer meetings to go over, 718
dominant issue identified by, 715
examples, 356, 717
knowledge areas associated with, 355

creating phase closeout material, 669
customer involvement in process, 669

as executing process administration tool, 668-671
formal acceptance document versus, 470
formal meetings for, 472-473

i knowledge area associated with, 471
overview, 355-357 overview, 470-473

planning to use, 357-358 planning to use, 473-474

for problem identification and prioritization, 355-356 as procurement management tool, 470-475
as project communication reporting tool, 355-359 project manager responsibilities for, 470, 475
purpose of, 355 purpose of, 470

questions answered by, 714 questions answered by, 668

questions for planning, 358 questions for planning; 474

reporting using, 359 reporting using, 4755

risk matrix use with, 715 resources released o closeout, 470

sample of data required for, 716 sample on the CD-ROM, 471, 670

sample‘ on the C,D-_RO,M’ 355, 717 scenario emphasizing importance of, 668
scenario emphasizing importance of, 714-715 section€ N7

tips for reading and understanding, 357 tabic ol “ontents. 471-472. 670
tool value, 355 ' ’

toct value, 471
Tools at a Glance summary, 777

) Touls at a Glance summary, 777
using, 717-718 asing, 670-671

Pareto, Vilfredo Federico Damaso (chart inventor), 355 rianned value (PV), 222, 592

Pareto’ law, 355 .

people report matrix. See role report matrix

performance reporting, 11, 41

planning process
overview, 15-16
O tool breakdown structure, 771
periodic reports work breakdown structure integration with, 155-156
benefits of, 360 planning process administration tools
chalignge; 109f 361 budget spreadsheet, 575-579
creating, _
customer involvement in creation, 719 Eglal?p%reelchEg\?l It)ii:lpf;ng 55823—587

daily progress report versus, 347 critical chain. 587—590
determining reports to include-a: 560-361 ecarned valu e,analysis 500-596

establishing rhythms for project, 359 issue management plan, 596600
knowledge areas associated with, 359 quality metrics, 600-603

overvi.ew, 359-361 risk management plan, 603-607
planning to use, 361-363 risk register, 607-609

as project communication reporting tool, 359-363 schedule management plan, 609-613
purpose of, 359 planning process reporting tools
questions answered. by, 718 baseline schedule, 615-617
questions fo‘r planning, 362-363 cost estimate report, 618-621
reporting using, 363 decision tree diagram, 621-624

sample on the CD-ROM, 360 expected monetary value (EMV), 624-626
scenario emphasizing importance of, 718-719 flow charts. 626—629

timing for, 361

logic network diagram, 629-632
Tools at a Glance summary, 777

project milestone list, 632—634

types of, 360, 361 project schedule, 634-638
using, 719—729 ‘ _ _ risk matrix, 638-641
personal communication tools in the executing process scatter charts, 641-645

dashboard report, 651-655
e-mail, 655-658
instant messaging, 659-661

scope definition document, 635-650
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planning process tools. See also planning process administration
tools; planning process reporting tools
cost estimating tool, 539-541
Delphi method, 529-532
design specification document, 532-535
document control system, 535-539
project calendar, 542-545
prototyping, 545-548
resource leveling, 548-552
responsibility matrix, 552-556
risk model, 556-560
risk simulation, 560-563
system requirements document, 563-568
work breakdown structure (WBS), 568-573
PMBOK (Project Management Institute’s Body of Knowledge),
7,14
PMO. See project management office
portfolio, defined, 65
presentations. See project presentations
press conferences, 34
press release
caution regarding harmful exposure, 364
controlled by customers and owners, 672
creating, 672-673
example, 367
as executing process administration tool, 671-673
knowledge areas associated with, 364
news article versus, 364
overview, 363-364
owner’s approval needed before releasing, 672
planning to use, 364-366
as project communication reporting tool, 362=369
purpose of, 363, 364
questions answered by, 671
questions for planning, 365-366
reporting using, 366
sample on the CD-ROM, 364
scenario emphasizing importance of, 671
tool value, 364
Tools at a Glance summary, 777
using, 673
Primavera PertMaster Project Risk (on the CD-ROM), 757
process groups, 14, 15-17. See also specific processes
process modeling. See flow charts
procurement management
administrative closeout, 13, 17, 741
challenges of, 12-13
contract administration, 13
defined, 451
knowledge area overview, 12-13
in project management plan, 90
tool breakdown structure, 770
procurement management tools
document control system, 452-457
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formal acceptance document, 457-463
lessons learned document, 41-44, 83, 91, 463-469
phase closeout document, 470-475
user acceptance document, 475-479
project calendar
benefits of, 325-326
as communication management tool, 324-330
creating, 543
examples, 325, 326, 329, 330, 543, 544
as high-level tool, 543
industry examples, 327
knowledge areas associated with, 325
overview, 324-327
paper copies of, 543
personal calendar versus, 325
as planning process tool,542-545
planning to use, 327-322
printed versus electronic, 329
purpose of, 324
questions answered by, 542
questions (ot tianning, 328
reportis g vsing, 329-330
samplic ¢ the CD-ROM, 325
sceriario emphasizing importance of, 542
el value, 325
‘tools at a Glance summary, 777
tools for creating, 329
using, 543, 545
project charter
creating, 499-500
as first official project document, 76
as high-level guide, 76, 77
industry requirements for, 77
as initiating process tool, 499-502
knowledge areas associated with, 76
overview, 76-77
planning to use, 78-79
as project integration management tool, 76-80
purpose of, 76
questions answered by, 499
questions for planning, 79
reporting using, 80
roles involved in, 78
sample on the CD-ROM, 76, 502
scenario emphasizing importance of, 499
table of contents, 77-78, 500-501
tool value, 76
Tools at a Glance summary, 777
using, 502
project communication planning. See communication planning
project communication reporting tools
daily progress report, 346-350
dashboard report, 350-354
Pareto chart, 355-359



periodic reports, 359-363
press release, 363-366
project newsletter, 366-371
spider charts, 371-376
stoplight report, 376-380
project communication requirements matrix. See
communication requirements matrix
project control room, creating, 22
project governance guide, 87. See also project management
plan
project information distribution, defined, 10
project integration management
knowledge area overview, 7
process steps, 75-76
tool breakdown structure, 770
project integration management tools
project charter, 76-80
project kick-off meeting, 80-84
project management plan, 84-90
project meeting minutes, 90-95
project organization chart, 95-99
project proposal, 100-104
project status meeting, 104-109
project status report, 110-115
team charter, 116-120
team lead’ report, 120-125
project kick-off meeting
agenda example, 81, 506-507
agenda template (on the CD), 81, 505
bonding established during, 80-81
creating, 504-505
first impressions during, 82
importance of, 82
as initiating process tool, 502-508
knowledge area associated with. .9
as official start of project, 82
overview, 80-82
owner participation in, 82
planning to use, 82-84
pre-scrub meetings, 507
project charter communicated at, 502
as project integration management tool, 80—-84
purpose of, 80
questions answered by, 503
questions for planning, 83-84
reporting using, 84
sample agenda on the CD-ROM, 81, 505
scenario emphasizing importance of, 502-503
stakeholders’ attendance of, 504-505
tasks to accomplish at end, 505
tips for, 82-83
tool value, 81
Tools at a Glance summary, 777
using, 507-508
for virtual project teams, 57

Project KickStart (on the CD-ROM), 757
project lifecycle process
overview, 14-17
timing for changes in, 173
tool breakdown structure by, 769, 771
tools used in (table), 773-780
Project Management Institute’s Body of Knowledge (PMBOK),
7,14
project management knowledge areas. See also specific areas
adjusting time spent on each area, 13
areas defined by Project Management Institute, 7
overview, 9-13
tool breakdown structure, 769, 770
project management office (PMO)
Enterprise Portfolio Management support by, 67
overview, 6
procedures for captiring communication requirements,
34
project manag>r’s relationship with, 6-7
standards.set by, 19
work brealizéown structure with, 155-157
project “1aragement plan
custorier participation in creation of, 509
o5 initiating process tool, 508-513
<nowledge area associated with, 85
as master document for deliverables, 509
methods for creating, 509
overview, 84-85
planning to use, 88-89
plans included in, 89-90
as project governance guide, 87
as project integration management tool, 84-90
project manager responsibilities for, 87, 509
project schedule versus, 87
purpose of, 84
questions answered by, 508
questions for planning, 88-89
reporting using, 89-90
sample on the CD-ROM, 85, 509
scenario emphasizing importance of, 508
schedule management plan in, 205
table of contents, 86, 510-512
tool value, 85
Tools at a Glance summary, 777
using, 512-513
project manager
bonding during project kick-off meeting, 80-81
knowledge area understanding needed by, 7
planning communication as responsibility of, 4
poor communication by, 3
project management office rules to be followed by, 6-7
project team acquired by, 275
talking to previous project manager, 43, 83
time management skills important for, 161
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project meeting minutes project newsletter
bringing items forward from, 91, 693 appropriate information for, 366
as control process monitoring tool, 691-694 approval for, 675
creating, 692—693 colors and graphics in, 367-368
customer review of, 693 creating, 674-675
as executing process monitoring tool, 691-694 as customer-driven, 675
knowledge areas associated with, 90 examples, 368, 369
lessons learned agenda item, 91 as executing process administration tool, 674-676
minutes’ taker for, 90, 94, 692—-693 formats and types of, 368
overview, 90-91, 93 knowledge areas associated with, 367
planning to use, 93-94 overview, 366-368
as project integration management tool, 90-95 planning to use, 368-370
project manager responsibilities for, 94-95 as project communication reporting tool, 366-371
purpose of, 90, 93 purpose of, 366
questions answered by, 692 questions answered by, 674
questions for planning, 93-94 questions for planning, 270
reporting using, 94-95 reporting using, 371
as repository of information, 91 sample on the CD-I’O11, 367, 675
sample on the CD-ROM, 90, 693 scenario emphasizinz importance of, 674
scenario emphasizing importance of, 691-692 timeframe fe1, 75
team members’ use of, 93 tool value/ 3¢
tool value, 90 Tools at a Glance summary, 778
Tools at a Glance summary, 777 updadig, 674
typical set, 92 new g 675-676
using, 693-694 preiect organization chart

project milestone list advanced chart for project team, 99
approval of high-level milestone dates, 190 basic example, 96
creating, 633-634 communication links clarified by, 96
customer use of, 633 company organization chart versus, 96
examples, 190, 192, 194 creating, 514-515
graphical format uses, 191 human resource plan based on, 294
industry variations in, 191 as initiating process tool, 513-516
knowledge area associated with, 190 knowledge area associated with, 95
in media report, 191 overview, 95-97
methodologies, 189-190 planning to use, 97-98
milestones as communication poirts; 191 as project integration management tool, 95-99
milestones, defined, 633 project manager responsibilities for, 96-97
Milestones Professional 2006 tool (on the CD), 757 purpose of, 95
Milestones Project Companion tool (on the CD), 757 questions answered by, 514
overview, 189-192 questions for planning, 98
as planning process reporting tool, 632-634 relationship types shown by, 97
planning to use, 192-193 reporting using, 99
in project management plan, 90 roles and levels made visible by, 95
purpose of, 189 sample on the CD-ROM, 95, 515
questions answered by, 632-633 scenario emphasizing importance of, 513-514
questions for planning, 192-193 staffing shortfalls shown by, 514
reporting using, 193-194 tool value, 95
sample on the CD-ROM, 190, 634 Tools at a Glance summary, 778
scenario emphasizing importance of, 632-633 updating, 514
sign-off and approval for, 634 using, 515-516
as time management tool, 189-194 project owners. See also customers; stakeholders
tool value, 190 logic network diagram involvement, 630
Tools at a Glance summary, 777 press releases controlled by, 672
using, 634 project charter use by, 80

project kick-off meeting participation by, 82
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project milestone list use by, 633

role for project charter, 78

role in change control, 168

scope definition document approval by, 139
project presentations

audience considerations, 26-27, 331, 332

avoiding common mistakes, 28-29

benefits for project team, 333

for change request log, 177

as communication management tool, 331-335

company standards for, 678

conclusion, 28

creating, 334, 677-678

by e-mail, 677

example of typical one-page slide, 332

as executing process administration tool, 676-678

introduction, 27

knowledge areas associated with, 331

Microsoft PowerPoint for, 47

Milestones Professional 2006 tool (on the CD), 757

overview, 331-333

owned by project manager, 331

planning to give a better presentation, 333-334

preparing for, 26-27

presenting project materials, 27-28

purpose of, 331

questions and answers after, 28-29

questions answered by, 676

questions for planning, 333-334

reporting using, 334-335

sample on the CD-ROM, 331, 678

scenario emphasizing importance of, 67¢

template choices for, 677-678

tips for, 26-28

tool value, 331

Tools at a Glance summary, 776

types of, 335

using, 678
project proposal

Tools at a Glance summary, 778
using, 520

project requirements analyst, 128, 129, 130
project schedule

benefiting from lessons learned, 43

as central repository for task information, 194-195
communicating to team members, 197
comparing original and current, 162, 163
creating, 635-637

detail level on, 197

examples, 163, 196

features of tools for creating, 197

formats for reporting, 200

importance of, 194-195

knowledge areas associated with, 195

loading resources, cosiz, and dependencies in, 636
logic network diagrani for checking, 183-184
minimum inforniati>on on, 196-197
overview, 194-.167

as planning process reporting tool, 634-638
plannirg 1y 1se, 198-199

proi-ct management plan versus, 87

preject manager responsibilities for, 635

[ urpose of, 194

Juestions answered by, 635

questions for planning, 198-199

reporting with, 199-200

resource loading, 195

responsibility for creating, 199

in role report matrix, 41

sample on the CD-ROM, 195, 637

scenario emphasizing importance of, 634-635
sign-off and approval for, 638

as time management tool, 194-200

tool value, 195

Tools at a Glance summary, 778

updating, 195, 637

using, 637-638

weekly communication of, 196

bid review meeting about, 101 project scope management. See scope management
creating, 517 project sponsors. See customers; project owners; stakeholders
as initiating process tool, 516-520 project status meetings

knowledge area associated with, 100
legal issues for, 517

other names for, 102

overview, 100-102

planning to use, 102103

as project integration management tool, 100-104
purpose of, 100

questions answered by, 516

questions for planning, 102-103

sample on the CD-ROM, 100, 517
scenario emphasizing importance of, 516
table of contents, 100-101, 518-519
tool value, 100

agenda example, 105-106, 680-681
creating, 679-680

as critical to project success, 106, 107
for customers, 104

daily checkpoint, 107

establishing cadence for, 682

as executing process administration tool, 679-682
facilitating, 681-682

knowledge area associated with, 105
media based meetings, 105

monthly management checkpoints, 107
monthly media status, 107

mood and atmosphere of, 106
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project status meetings (continued) planning to use, 338-339
overview, 104-107 project manager responsibilities for, 547
planning, 108-109 purpose of, 335
as project integration management tool, 104-109 quality assurance aspects, 337
for project team, 104 questions answered by, 546
purpose of, 104 questions for planning, 338-339
questions answered by, 679 reporting using, 339
questions for planning, 108-109 scenario emphasizing importance of, 545-546
reporting from, 109 tool value, 336
sample on the CD-ROM, 105, 681 Tools at a Glance summary, 778
scenario emphasizing importance of, 679 using, 547-548

separate for team members and customers, 104-105, 680 PV (planned value), 222, 592
tool value, 105

Tools at a Glance summary, 778

two-question technique in, 22

types of, 106-107 quality assurance
weekly financial/budget review, 107 in prototyping, 337
weekly in-person status reporting, 21-22 quality managemen' pian component, 260
weekly project status, 107 quality management

project status report budget as drivinig factor for quality, 234
audiences, 110, 112 knowledg? aizc overview, 9
creating, 721-722 quality measurement, defined, 233
customer responsibilities for, 721 in soitwire development projects, 9
detailed, 112, 114-115 too! breakdown structure, 770
ensuring customers’ needs are met by, 112 guality management plan
establishing cadence for delivery, 21 creating, 521-522
examples, 111, 115 customer involvement in, 522
knowledge area associated with, 110 focus on quality brought by, 258
as official plan of record, 110 guidelines provided by, 260
planning to use, 112-114 as initiating process tool, 520-524
as project integration management tool, 110-115 knowledge areas associated with, 258
purpose of, 110, 112 overview, 257-261
questions answered by, 720 planning to use, 261-262
questions for planning, 113-114 in project management plan, 89
reporting using, 114-115 purpose of, 257
in role report matrix, 41 quality assurance component, 260
sample on the CD-ROM, 110, 722 quality control component, 260
scenario emphasizing importance of, 720-721 as quality management tool, 257262
summary level, 110-111, 112 quality planning component, 260
team lead’s report versus, 120 quality standards component, 260
timing set by project management office, 19 quality tools component, 261, 523
tool value, 110 questions answered by, 521
Tools at a Glance summary, 778 questions for planning, 261-262
using, 722-723 reporting using, 262

prototyping responsibility for communicating, 258, 259
benefits of, 336 reviewing for other projects, 262
cautions for using, 337 sample on the CD-ROM, 258, 523
as communication management tool, 335-339 scenario emphasizing importance of, 520-521
creating, 546-547 table of contents, 259, 522-523
development methodology incorporating, 547 tool value, 258
example, 336-337 Tools at a Glance summary, 778
goal of, 336 tools for managing quality, 523
industries using, 337 using, 523-524
knowledge areas associated with, 336 quality management tools
overview, 335-337 comprehensive test plan, 234-238
as planning process tool, 545-548 control chart, 238-243
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Delphi method, 243-247
design specification document, 247-253
flow charts, 253-257
quality management plan, 257-262
quality metrics, 264-267
scatter charts, 267-274
Shewhart cycle chart, 263, 601
quality metrics
breakpoints for, 265
challenges of obtaining, 264
comparing results to project, 602
creating, 601-603
customer satisfaction as focus of, 264
examples, 265, 602
knowledge areas associated with, 264
overview, 264-265
as planning process administration tool, 600-603
planning to use, 265-267
purpose of, 264
as quality management tool, 264-267
quality measurement, defined, 233
questions answered by, 600
questions for planning, 266-267
reporting using, 267
sample on the CD-ROM, 603
scenario emphasizing importance of, 600
scenario for creating, 601-603
Shewhart cycle chart, 263, 601
tool value, 264
Tools at a Glance summary, 779
using, 603
quality report, 41

R

RACI. See responsibility matrix
remote office employees. See foreiga projects; virtual project
teams

reporting. See also executing process reporting tools; planning

process reporting tools; project communication
reporting tools
baseline schedule use for, 165
budget spreadsheet use for, 212-214
change control reporting types, 171
change request form use for, 177
communication plan use for, 315-316
comprehensive test plan for, 238
control chart use for, 243
cost estimate report use for, 218-219
cost estimating tool use for, 231
critical chain tool use for, 280-285
customer requirements, 132
daily progress report use for, 349-350
dashboard report use for, 354
decision tree diagram use for, 388

Delphi method use for, 246-247

design specification document use for, 251, 253
document control system use for, 457
earned value analysis use for, 225-227
e-mail use for, 320-321

establishing timeframes for reports, 313
expected monetary value use for, 3902-393
feasibility study use for, 136

flow chart use for, 257

formal acceptance document use for, 462
from Gantt chart, 181-183

histogram report use for, 289-291
human resource plan use for, 296-297
information overload from, 50

issue management plan use for, 405
issues list use for, 398

lessons learned doe n:ent use for, 469
logic network diagrem for, 187-189
Pareto chart uce for, 359

periodic r<pcrts use for, 363

phase ciosecit document use for, 475
press rel2ase use for, 366

preject calendar use in, 329-330

{ iuject charter use for, 80

project kick-off meeting use for, 84
project management plan use for, 89-90
project meeting minutes use for, 94-95
project milestone list use for, 193-194
project newsletter use for, 371

project organization chart use for, 99
project presentations for, 334-335
project proposal use for, 103-104
project schedule for, 199-200

from project status meeting, 109

project status report use for, 114-115
prototyping use in, 339

quality management plan use for, 262
quality metrics use for, 267

questions to ask about report requests, 4
resource leveling, 302-303
responsibility matrix use for, 310

risk assessment form use for, 411

risk management plan use for, 418

risk matrix use for, 423

risk model use for, 428-429

risk register use for, 434-435

risk simulation use for, 442

risk tolerance level and frequency of, 30-31
safety report use for, 446—448

scatter chart use for, 272-274

schedule management plan use for, 203-205
scope definition document use for, 141
scope management plan use for, 146
short-term reports, 4

spider chart use for, 374-375
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reporting (continued) benefits of, 305
stoplight report use for, 380 in construction industry, 305
system requirements document use for, 151 creating, 553-554
team charter use for, 120 CRUD matrix, 304, 306, 308, 553
team lead’s report use for, 124-125 dual or multiple roles in, 306, 308
tool breakdown structure, 771 examples, 307, 308, 555
Tools at a Glance summary (table), 773-780 as human resource management tool, 304-310
typical communication scenario, 4 knowledge area associated with, 305
user acceptance document use for, 479 overview, 304-308
verbal communication, 11, 44-45 as planning process tool, 552-556
by virtual project team members, 60 planning to use, 308-309
visual communication, 11, 47-48 purpose of, 304
weekly in-person status reporting, 21-22 questions answered by, 552-553
work breakdown structure use for, 159-160 questions for planning, 309
work package use for, 342-344 reporting using, 310
written communication, 11, 45-47 sample on the CD-ROM;305, 556
request for proposal. See project proposal scenario emphasizing‘mportance of, 552-553
request for quotation. See project proposal security levels, 304
resource allocation chart, 302 in software projects, 306
resource calendar, 327 tool value, 305
resource leveling Tools at a slarice summary, 779
challenges of, 549 using, 56
creating, 549-551 risk acceptaiice strategy, 415, 430, 608
critical chain method versus, 549 risk aniciysis, defined, 11
examples, 299, 302-303, 550, 551 risk assessment form
frequency of, 550 as central repository for risk information, 406
histogram report, 302 communicating regularly, 406
as human resource management tool, 297-303 as control process monitoring tool, 694—-697
knowledge areas associated with, 298 creating, 695-696
over-allocated report, 298, 299, 302 customer use of, 695
overview, 297-300 examples, 406-407, 408-409, 696, 697
as planning process tool, 548-552 as executing process monitoring tool, 694-697
planning to use, 300-302 factors to consider for value of risk event, 409
project manager’s use of, 297-300 knowledge area associated with, 406
purpose of, 297 overview, 405-409
questions answered by, 549-551 planning to use, 409411
questions for planning, 301-302 process of completing, 408
reporting, 302-303 purpose of, 405
resource allocation chart, 302 questions answered by, 694
resource usage chart, 302 questions for planning, 410—-411
in role report matrix, 41 reporting using, 411
sample on the CD-ROM, 298, 550 as risk management tool, 405-411
scenario emphasizing importance of, 548-549 sample on the CD-ROM, 406, 696
task usage chart, 302 scenario emphasizing importance of, 694-695
timeframe for, 549 template for, 695
tool value, 298 tool value, 406
Tools at a Glance summary, 779 Tools at a Glance summary, 779
types of reports, 302 using, 696
using, 552 risk avoidance strategy, 415, 430, 608
resource management. See human resource management risk closeout, defined, 11
resource usage chart, 302 risk events
resource utilization report, 41 contingency fund covering, 390
responsibility matrix defined, 415
acronym explained (CRUD), 304, 553 EMV formula for value, 390
acronym explained (RACI), 304 estimating value versus probability for, 390
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factors to consider for value of, 409
issues versus risks, 395, 597
risk matrix categories for, 420

risk identification, defined, 11, 415

risk level, defined, 418

risk management
benefiting from lessons learned, 43
classifying risks, 12
diligence needed in, 12, 383, 604-605
in Enterprise Portfolio Management, 68
issues versus risks, 395, 597
knowledge area overview, 11-12
tool breakdown structure, 770
types of risks, 383

risk management plan
benefits of, 412413
communicating, 412
creating, 604-605
customers’ need for, 412
definitions and terms, 415
knowledge area associated with, 412
overview, 412-416
as planning process administration tool, 603-607
planning to use, 416-417
in project management plan, 90
purpose of, 412
questions answered by, 604
questions for planning, 417
reporting using, 418
as risk management tool, 412-418
risk strategies, 415
sample on the CD-ROM, 412, 606
scenario emphasizing importance of, 603-504
sections in template, 414-415
sign-off and approval for, 606
table of contents, 413-414,462-806
tool value, 412
Tools at a Glance summary, 779
using, 606-607

risk management tools
decision tree diagram, 384-388
expected monetary value (EMV), 388-393
issue management plan, 399-405
issues list, 393-398
risk assessment form, 405-411
risk management plan, 412-418
risk matrix, 418-423
risk model, 423-429
risk register, 429-435
risk simulation, 435-442
safety report, 442—448

risk matrix
approval for, 640
creating, 639-640
customer involvement in, 639

examples, 419, 420, 421
knowledge area associated with, 418
overview, 418-421
Pareto chart use with, 715
as planning process reporting tool, 638-641
planning to use, 421-422
purpose of, 418
questions answered by, 638
questions for planning, 422
reporting using, 423
risk event categories in, 420
risk level determination using, 418, 419, 420
as risk management tool, 418-423
sample on the CD-ROM, 418, 640
scenario emphasizing importance of, 638-639
tool value, 418
Tools at a Glance semumary, 779
using, 640-641
risk mitigation strategy, 415, 430, 607-608, 609
risk model
commuhnicading, 423
creating, 057-559
custoiier involvement in, 558
cxamples, 424-425, 558
<nowledge area associated with, 424
overview, 423-427
as planning process tool, 556-560
planning to use, 427-428
purpose of, 423
questions answered by, 557
questions for planning, 427-428
reporting using, 428-429
as risk management tool, 423-429
risk score description chart, 426
risk score generated by, 423, 424, 557
sample on the CD-ROM, 424, 558
scenario emphasizing importance of, 556-557
tool value, 424
Tools at a Glance summary, 779
updating, 426, 557
using, 559
risk monitor and control, defined, 11
risk planning, defined, 11
risk quantification, defined, 415
risk register
benefits of, 430-431
communicating, 430
creating, 607-609
example, 431, 432
knowledge area associated with, 430
overview, 429-433
as planning process administration tool, 607-609
planning to use, 433-434
in project management plan, 90
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risk register (continued)
project-risk-mitigation process, 431, 433
purposes of, 429
questions answered by, 607
questions for planning, 433-434
reporting using, 434-435
as risk management tool, 429-435
risk mitigation using, 607-609
sample on the CD-ROM, 430, 609
scenario emphasizing importance of, 607
strategies for resolving risks, 429-430, 608-609
tool value, 430
Tools at a Glance summary, 779
using, 609
risk report, 41
risk response control, defined, 415
risk response development, defined, 415
risk response planning, defined, 11
risk retention strategy, 415, 430, 609
risk simulation
benefits of, 435-436
collecting process, 438-439
communicating, 435
creating, 561-562
example, three-point estimate spreadsheet, 436—437
Expected Value calculation, 438
future state of project predicted by, 435, 436
knowledge area associated with, 435
Most Likely risk value, 438
Optimistic risk value, 438
overview, 435-439
Pessimistic risk value, 438
as planning process tool, 560-563
planning to use, 439, 441
project schedule and data needed for 562
purpose of, 435
questions answered by, 560
questions for planning, 441
repeating throughout project life, 563
reporting using, 442
as risk management tool, 435-442
sample on the CD-ROM, 435, 562
scenario emphasizing importance of, 560
three-point calculator spreadsheet on the CD-ROM,
439, 440
three-point estimating model for, 561
tool value, 435
Tools at a Glance summary, 779
using, 562-563
risk tolerance level, 20-31
risk transfer strategy, 415, 430, 609
role report matrix
benefits of, 40
brand-new with this book, 6
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in communication plan, 313

communication requirements matrix versus, 38
creating, 40

described, 6

developed at communication planning meeting, 6
example, 39

overview, 38

S

safety program, 442, 444
safety report
benefits of, 443
as control process monitoring tool, 698-700
creating, 699-700
examples, 446, 447, 448
as executing process 17 otiitoring tool, 698-700
industry use of, 447—4 14
knowledge areas assbciated with, 442
overview, 447— 44
planning 10 usc, 444-446
purpos oi, 442
auestions answered by, 698
guestions for planning, 445-446
cevorting using, 446—-448
as risk management tool, 442—448
sample on the CD-ROM, 442, 700
scenario emphasizing importance of, 698
steps for producing, 444-445
table of contents, 443
tool value, 442
Tools at a Glance summary, 779
types of, 699
using, 700
scatter charts
benefits of, 270
creating, 642-643
ease of communicating, 268
examples, 268, 269-270, 273, 641-642, 643-644
independent and dependent variables for, 642
information revealed by, 270
knowledge areas associated with, 268
line graphs versus, 270-271
monitoring closely, 268
overview, 267-271
performance trends identified by, 645
as planning process reporting tool, 641-645
planning to use, 271-272
purpose of, 267
as quality management tool, 267-274
questions answered by, 641
questions for planning, 271-272
reporting using, 272-274
sample on the CD-ROM, 268, 644



scenario emphasizing importance of, 641
tool value, 268
Tools at a Glance summary, 779
types of charts, 272
using, 644-645
schedule baseline, 90, 202
schedule feasibility study, 134
schedule management plan
benefits of, 610
change control process documented by, 201
creating, 610-611
example, 201
knowledge areas associated with, 200
need for, 611
overview, 200-202
as planning process administration tool, 609-613
planning to use, 202-204
in project management plan, 89, 205
project scheduler responsibilities, 200, 202
purpose of, 200
putting in place during initiation phase, 200
questions answered by, 610
questions for planning, 203-204
reporting using, 203-205
reports outlined in, 204
sample on the CD-ROM, 200, 612
scenario emphasizing importance of, 609-610
schedule baseline in, 202
sections of, 202
sign-off and approval for, 612
table of contents, 611-612
as time management tool, 200-205
tool value, 200-201
Tools at a Glance summary, 779
using, 612-613
schedule performance index (SPT),; 222,229, 273, 592
schedule report, Gantt chart as, 1/2
schedule variance (SV), 222, 592, 729, 731, 733
scope creep, defined, 8
scope definition document
all other documents reliant on, 137
approval by customer or owners, 139
challenges of, 646
for contract-based projects, 139
creating, 646
as driving force behind project, 136, 137
knowledge areas associated with, 137
overview, 136-139
as planning process reporting tool, 635-650
planning to use, 139-141
as project scope management tool, 136-141
purpose of, 136
questions answered by, 645
questions for planning, 140-141

Index

reporting using, 141
sample on the CD-ROM, 137, 649
scenario emphasizing importance of, 645
sign-off and approval for, 650
table of contents, 137-138, 646649
time saved by developing, 137
tool value, 137
Tools at a Glance summary, 780
use throughout project, 136-137, 139
using, 649-650
scope management
knowledge area overview, 8
processes and procedures covered by, 127
project charter as high-level guide for, 76
scope-driven projects, 127
tool breakdown structere, 770
scope management plan
benefits for proi¢ct inanager and team, 143
change manag>ment documented by, 143
componerts of; 143-144
creating, 148, 525-526
cusimers’ use of, 143
as {iiating process tool, 524-527
! iiowledge areas associated with, 142
overview, 141-144
planning to use, 144-145
in project management plan, 89
project manager communication of, 141-142
as project scope management tool, 141-146
purpose of, 141
questions answered by, 524-525
questions for planning, 145
reporting using, 146
sample on the CD-ROM, 142, 527
scenario emphasizing importance of, 524-525
scope control in, 141
table of contents, 142-143, 526
tool value, 142
Tools at a Glance summary, 780
using, 527
work breakdown structure in, 141, 144, 525
scope management tools
customer requirements document, 128-132
feasibility study, 132-136
scope definition document, 136-141
scope management plan, 141-146
system requirements document, 146-151
work breakdown structure (WBS), 151-160
scope-driven projects, 127
SCRUM methodology, 346
shareware programs on the CD-ROM, 757-758
Shewhart cycle chart, 263, 601
slide shows. See project presentations
social events, benefits of, 54
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SPI (schedule performance index), 222, 229, 273, 592
spider charts
for comparing types of information, 372, 724
creating, 724-725
examples, 371-372, 374, 375,725
knowledge areas associated with, 371
overview, 371-373
patterns in data shown by, 372-373
planning to use, 373-374
project aspects suitable for, 372
as project communication reporting tool, 371-376
purpose of, 371
questions answered by, 723
questions for planning, 373-374
reporting using, 374-375
sample data for, 724
sample on the CD-ROM, 61, 371, 725
scenario emphasizing importance of, 723
Team Member Evaluation, 61-62
tool value, 371
Tools at a Glance summary, 780
using, 725-726
staffing management plan, 90, 116
stakeholders. See also customers; project owners
meeting before presentations, 27
project kick-off meeting attendance, 504-505
risk tolerance levels of, 29-31
role in change control, 167
statement of work. See project proposal
stoplight report
benefits of, 377, 378
communicating, 376
creating, 727-730
customer use of, 728
establishing criteria for indicators, 3/8
examples, 377, 731, 732,733
explaining criteria to customers, /34
knowledge areas associated with, 376
multiple levels of indicators on, 730
overview, 376-378
planning to use, 378-380
as proactive communication, 376
as project communication reporting tool, 376-380
project schedule items needed for, 727
purpose of, 376
questions answered by, 726-727
questions for planning, 379-380
reporting using, 380
in role report matrix, 41
sample on the CD-ROM, 376, 734
scenario emphasizing importance of, 726-727
scheduling and cost data points for, 378
tool value, 376
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Tools at a Glance summary, 780
using, 734
as variance report, 727
SV (schedule variance), 222, 592, 729, 731, 733
system requirements document
approval of, 148
creating, 564-565
customer involvement in, 564
customers’ use of, 146-147
knowledge areas associated with, 147
mapping to business requirements, 148-149
minimum requirements defined, 149
other names for, 146
overview, 146-149
as planning process tool, 563-568
planning to use, 149-15%
project manager respcasihilities for, 564
as project scope managzment tool, 146-151
purpose of, 146
questions answered by, 563-564
questions ior tianning, 150-151
recomueniied requirements defined, 149
repoiting using, 151
coi1:pie on the CD-ROM, 147, 568
scenario emphasizing importance of, 563-564
able of contents, 147-148, 565-567
team members’ use of, 146, 147
tool value, 147
Tools at a Glance summary, 780
using, 568
system requirements for the CD-ROM with this book, 755

T

takeoff process on construction projects, 217
task owners’ role in change control, 168
task usage chart, 302
team charter
as commitment to set aside resources for project, 117
creating, 735
customer involvement in, 735
functional managers’ use of, 117-118
knowledge area associated with, 116
overview, 116-118
planning to use, 118-120
as project integration management tool, 116-120
purpose of, 116
questions answered by, 735
questions for planning, 119-120
reporting using, 120
resource requirements documented in, 116, 117
sample on the CD-ROM, 116, 737
scenario emphasizing importance of, 734-735



as staffing plan, 116

table of contents, 117, 736
team members’ use of, 118

tool value, 116

Tools at a Glance summary, 780
training requirements in, 118

using, 737

team lead’s report

creating, 738-739

customer use of, 738

example from construction project, 122
knowledge areas associated with, 121
lessons learned from, 125

overview, 120-123

planning to use, 123-124

as project integration management tool, 120-125
project manager responsibilities for, 121
project status report versus, 120

purpose of, 120

questions answered by, 737-738

questions for planning, 123-124

reporting using, 124-125

sample on the CD-ROM, 121, 739

scenario emphasizing importance of, 737-738
single project area covered by, 120, 121, 123
team members’ use of, 123

timeframes for, 122

tool value, 121

Tools at a Glance summary, 780

using, 739

Team Member Evaluation Spider Chart, 61-62
team members. See also human resource managemicnt

advanced project organization chart inciucing, 99
bonding during project kick-off mecting, 80-81

challenges managing when not dizece.cmployees, 275
change control plan for commrunieating with customers,

166-167
comprehensive test plan benefits for, 236
control chart benefits for, 239
cost estimate consistency needed from, 210
decision tree diagram benefits for, 384
document control system access for, 536, 538
instant messaging benefits for, 322
planning communication as responsibility of, 4
poor communication by, 3
project meeting minutes use by, 93
project presentation benefits for, 333
project schedule communication to, 197
project status meeting for, 104-105, 680
role for project charter, 78
scope management plan benefits for, 143
system requirements document approval by, 148
system requirements document use by, 146, 147
team charter use by, 118

Index

virtual project teams, 54—62
work breakdown structure use by, 152

technical closeout, 17, 741

technical feasibility study, 134

technical requirements. See system requirements document

technical support (Wiley), 759

telephone conversation options, 45

Theory of Constraints, 51, 280

time management. See also scope management
best guesses in, 8
knowledge area overview, 8-9
skills important for project managers, 161

time management tools
baseline schedule, 162-165
change control plan, 165-171
change request form, 271-177
Gantt chart, 177-1%3
Innate Timeshee's (011 the CD), 757
logic network diazram, 183-189
project milesione list, 189-194
project/scicdule, 194-200
scheduiz management plan, 200-205

time-Giiven projects, 161

teaic. See also specific tools
baseline schedule, 162-165, 615-617, 774
brand-new with this book, 6
breakdown structure by knowledge area, 769, 770
breakdown structure by lifecycle process, 769, 771
budget spreadsheet, 208-214, 575-579, 774
change control plan, 165-171, 579-583, 774
change request form, 171-177, 663-667, 774
communication plan, 5, 6, 32-35, 90, 311-316,

483-486, 774
communication requirements matrix, 6, 35-38, 40, 313,
315-316

comprehensive test plan, 234-238, 583-587, 774
control chart, 238-243, 774
cost estimate report, 214-219, 618-621, 774
cost estimating, 227-231, 539-541, 774
critical chain, 276-285, 549, 587-590, 774
customer requirements document, 128-132, 486-491, 775
daily progress report, 41, 346-350, 705-707, 775
dashboard report, 350-354, 651-655, 775
decision tree diagram, 384-388, 621-624, 775
Delphi method, 243-247, 529-532, 775
design specification document, 247-253, 532-535, 775
document control system, 452-457, 535-539, 775
earned value analysis, 219-227, 590-596, 775
e-mail, 46, 50, 51, 316-321, 655-658, 775
expected monetary value (EMV), 388-393, 624-626, 775
feasibility study, 132136, 491-494, 775
flow charts, 253-257, 626-629, 776

805




Index

tools (continued) team lead’s report, 120-125, 737-739, 780
formal acceptance document, 457-463, 470, 741-745, 776 Tools at a Glance summarizing (table), 773-780
Gantt chart, 177-183, 286, 287, 708-711, 776 user acceptance document, 475-479, 748-752, 780
histogram report, 286-291, 302, 711-714 work breakdown structure (WBS), 141, 144, 151-160,
human resource plan, 291-297, 494-499 230, 294, 568-573, 780
instant messaging, 321-324, 651, 659-661 work package, 153-154, 156-157, 159, 339-344, 780
issue management plan, 46—47, 399-405, 596-600 travel. See business travel
issues list, 41, 393-398, 776 trial versions of programs on the CD-ROM, 757-758
lessons learned document, 41-44, 83, 91, 125, 174-175, troubleshooting the CD-ROM with this book, 759

463-469, 745-748, 776 two-question technique, 22

logic network diagram, 183-189, 629-632, 776
master list on the CD-ROM, 719

Pareto chart, 355-359, 714-718, 777 U
periodic reports, 347, 359-363, 718-720, 777 United States, etiquette in, 764
phase closeout document, 470-475, 668-671, 777 user acceptance document
press release, 363-366, 367, 671-673, 777 archiving, 475
project calendar, 324-330, 542-545, 777 benefits of, 476
project charter, 76-80, 499-502, 777 as closeout process too’, 748-752
project kick-off meeting, 57, 80-84, 502-508, 777 creating, 750
project management plan, 84-90, 205, 508-513, 777 customer involveinent in, 750
project meeting minutes, 90-95, 691-694, 777 examples, 475,477, 750, 751
project milestone list, 189-194, 632-634, 777 know]e dge areas associated with, 476
project newsletter, 366-371, 674-676, 778 legal advice for creation of, 477
project organization chart, 95-99, 294, 513-516, 778 ove View, 475-478
project presentations, 26-29, 47, 177, 331-335, al2nning to use, 478-479

676-678, 778 process of utilizing, 476-477
project proposal, 100-104, 516-520, 778 as procurement management tool, 475-479
project schedule, 41, 43, 87, 162, 163, 183-184, purpose of, 475

194-200, 634-638, 778 questions answered by, 749
project status meeting, 21-22, 104-109, 679-682..775 questions for planning, 478-479
project status report, 19, 21, 110-115, 120, 720-/2, 778 reporting using, 479
prototyping, 335-339, 545-548, 778 sample on the CD-ROM, 476, 750
quality management plan, 85, 257-262, 520--524, 778 scenario emphasizing importance of, 748-749
quality metrics, 233, 264-267, 600663, 779 signifying approval of deliverables, not project or phase, 475
resource leveling, 41, 297-303, 54& 532, 779 sign-off for, 750, 751
responsibility matrix, 304-310, 5572556, 779 table of contents as deliverables checklist, 476
risk assessment form, 405411, /79 tool value, 476
risk management plan, 90, 412-418, 603-607, 779 Tools at a Glance summary, 780
risk matrix, 418-423, 638-641, 779 using, 751-752

risk model, 423-429, 556-560, 779
risk register, 90, 429-435, 607-609, 779

risk simulation, 435442, 560-563, 779 V

role report matrix, 6, 38-41, 313 variance report, 41, 727

safety report, 442-448, 779 verbal communication

scatter charts, 267-274, 641-645, 779 defined, 11

schedule management plan, 89, 200-205, 609-613, 779 face-to-face interaction, 45, 52—54

scope definition document, 136-141, 635-650, 780 overview, 44-45

scope management plan, 89, 141-146, 524-527, 780 telephone conversations, 45

Shewhart cycle chart, 263, 601 weekly in-person status reporting, 21-22
spider charts, 61-62, 371-376, 723-726, 780 video documentaries, 48

stoplight report, 41, 376-380, 726-734, 780 virtual project teams. See also foreign projects
system requirements document, 146-151, 563-568, 780 assigning work to team members, 58
team charter, 116-120, 734-737, 780 benefits of, 55
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buddy system for, 57

challenges of, 54, 56

communicating with, 55-56, 59-60
conflict scenario, 59

establishing communication guidelines, 60
keeping tasks short, 57-58

managing, 56-58

methods of communication, 56
motivating, 58-59

qualifications of members, 60-62
real-world communication lesson, 55
Team Member Evaluation Spider Chart, 61-62

visual communication, 11, 47-48. See also project presentations

W

warranty period, 17

‘WBS Chart Pro (on the CD-ROM), 757

weak matrix structure, 9, 10

weekly financial/budget review, 107

weekly project status meeting, 107

what-if scenarios, 177,210-211, 292

Wiley product information, 759

Wiley Product Technical Support, 759

work breakdown structure (WBS)
basic rules and guidelines for, 570-571
benefits of, 153
bottom-up method, 573
considerations when developing, 153
for cost estimating, 230
creating, 569-572, 573
definitions of levels, 154
dictionary, 152, 154
examples, 155, 156-157, 159
functional levels, 154, 571
human resource plan based i, 224
integration with planning process, 155-156
knowledge area associated with, 151
overview, 151-153
as planning process tool, 568-573
planning to use, 157-158
in project management office environment, 155-157
as project scope management tool, 151-160
purpose of, 151
questions answered by, 568-569
questions for planning, 158

Index

reporting using, 159-160

sample on the CD-ROM, 151-152, 572
scenario emphasizing importance of, 568-569
in scope management plan, 141, 144, 525
team use of, 152

time required for creating, 569

tips for, 570

tool value, 152

Tools at a Glance summary, 780

top level and project level (phases), 152
top-down method, 571-572

updating, 160

using, 572

WBS Chart Pro tool (on the CD), 757
work package in, 153-154, 156-157, 159

work package. See also work breakdown structure (WBS)

benefits of, 340

bottom-up methhd ‘or WBS creation using, 573
characteristics,; 340-341

as commuication management tool, 339-344
as cont’ol niocess monitoring tool, 700-703
creating, /01-702

examles, 340, 343, 344

2s'executing process monitoring tool, 700-703
tems included in, 342-343

knowledge areas associated with, 340
overview, 339-341

planning to use, 341-342

purpose of, 339

questions answered by, 700-701

questions for planning, 341-342

reporting using, 342-344

results form, 343

sample on the CD-ROM, 340

scenario emphasizing importance of, 700-701
as scheduling tool, 339

tool value, 340

Tools at a Glance summary, 780

using, 702-703

in work breakdown structure, 153-154, 156-157, 159

written communication, 11, 45-47
WSG Systems’ Empire Suite (on the CD-ROM), 758
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