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Numerics

3-point estimating, 122, 359

4 dogs (control factors), 274-276

The 7 Habits of Highly Effective People
(Covey), 25, 307

30 limit for products, 81

50/50 method for EVM, 349

80:20 principle, 46

90 per cent rule, 89

o/ ] o

AC (actual cost), 342, 344
accountability
authority and responsibility versus, 221
defined, 221
importance of, 227
responsibility required for, 227
scapegoating, avoiding, 227
without direct authority, 227--225
achieved power, 239
activities or tasks
Activity Network for, 954117
adjusting duration es‘inates to fit, 138
critical path for, 107-109
dangerous, expendable persons for, 99
entering against products, 94-95
estimating durations, 101, 120-123,
133-142
factors affecting durations, 102
float calculation for, 105-107
listing, 94-96, 355
matching staff resources to, 128-132, 356
missing, finding, 86
mistaken for products, 75
multiple per product, 94
multiple tasks and resource conflicts, 126

Project Manager tasks, 17-18
reducing durations, 102, 117
scheduling, 355-356
Activity Network
backwards pass through, 105-106
calculating project length, 102-104
calendar dates in, 104
computer tools for; 27, 112
critical path in, 14,8-109
dependencies-i1y, 97-99, 110-113, 114-115
durations iz, 161-102
float calcu!ation using, 105-107
mapping to Gantt Chart, 118, 119
PERT-Chart versus, 98
asrrecedence Network, 98
1 =50urce constraints in, 116
risk management using, 115-116
usefulness of, 96
Work Flow Diagram for creating, 99-100
working back to meet end dates, 116-117
activity planning
Activity Network for, 96-104
free software for, 336
need for, 93
product planning before, 71, 100
activity-based planning, 74, 86
actual cost (AC), 342, 344
ad hoc communications, 286
The Age of Unreason (Handy), 272
analysing
causes of problems, 260-261
cost-benefit analysis, 48-50
a RAM, 230-231
risks, 180, 183-188, 356
stakeholders, 57-58
work effort expended, 263-264
announcing completion, 306
appointed authority, 240
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approval
as expenditure step, 269
for project budget, 155-156, 157
from stakeholders, 62, 67-68
ascribed power, 239
assumptions
caution regarding, 362
recording, 281
reducing, 281-282, 355
audiences. See stakeholders
audit function, 205-206, 319
authorising payment, 269
authority. See also delegating authority
achieved versus ascribed, 239
appointed versus delegated, 240
avoiding challenges to yours, 238
defined, 221

for overriding stakeholder opposition, 66

of Project Manager, 16, 30, 66
responsibility versus, 222
availability issues
for duration estimates, 141-142
for physical resources, 149, 150, 151
for staff resources, 127, 134, 136-137,
141-142
avoidance action for risks, 190

ol e

backing up, 336

balanced matrix, 213

Barrow, Colin (Understanding Business
Accounting For Dummies), 154

benefits

in Business Case, 39, 40, 41, 42-44, 357-360

contamination of, 44, 359

cost-benefit analysis, 48-50

direct savings, 42

features versus, 359

as justification for a project, 40, 41, 42
measures for, 44, 45

measuring at or after closure, 310-311
membership example, 45
non-quantifiable, 42-43, 358

prudent projections of, 43, 358

quantifiable, 42

three-point estimating for, 359

timescales for realising, 43-44
benefits contamination, 44, 359
benefits realisation, 34, 43-44
bold text in this book, 2
bottom-up check of Work Flow Diagram,

77-179, 260

BPEST risk categories, 182
break-even model, 48
budget. See project budget
budget variance (BV), 345, 347
Business Case

appendices in, 380

benefits in, 39,49, 41, 42-44, 45, 357-360

contents of;.39

cost-bencitianalysis in, 48-50

formality of, 35

importance of, 35, 39

asastification for a project, 29, 35, 39,

40-44

Keeping up to date, 39-40

as a living document, 40

organisational standards for, 46

overview, 39-46

preparing, 29

in PRIME method, 155

for programmes, 321

in Project Charter, 31

return on investment in, 47-48

writing, 45, 357-360
Business Change Manager, 319
business partners, as stakeholders, 54
business presentations

going for the kill, 295

handling questions, 294

planning, 293

rehearsing, 294

software for, 328

sticking to time, 295

visuals for, 293-294
BV (budget variance), 345, 347
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calendar dates
in Activity Network, 104
in project budget, 160
calendar event conflicts, 126
capex (capital expenditure), 154
capital costs, 154
Carrying Out the Work stage. See also
delivery stages
characteristics of, 32
delivery stages in, 22, 23-24
described, 15
key management areas of, 32
management documents in, 32-33
as repeated stage, 22, 32
risk management in, 177, 178
Stage Report for, 33
casting vote for approval, 68
celebration at closure, 303-304
challenging the scope, 37, 46-47
change budget, 160, 274, 303
change control
budgeting for change, 160, 274
Change Log for, 273
change prohibition versus, 272
Change Request form for, 273
control factors, 274-276
costs of change, 272
failure from lack of, 11, 272
need for, 16
for programmes, 321
responding to change requests, 276-277
setting up procedures for, 273
Change Log, 273
Change Request form, 273
clients, as stakeholders, 54
Closing the Project stage
announcing completion, 306
celebration at, 303-304
characteristics of, 33
described, 15
documentation at, 303, 305, 308
early closure (crash stop), 299-301
handover, 301, 303

importance of, 19, 299
key management areas of, 34
management documents in, 34
measuring benefits, 310-311
motivating others at, 249-250, 304
options for closure, 300-301
overview, 33-34
passing on lessons learned, 309-310
planning for, 33, 301, 302-304, 307-308
post-project work, 311-312
reviewing the project, 307-311
risk management in, 178
transition planning for team members,
304-306
cloud computing. 535-336
collaborative wuiking with software, 334
committees, teaiis versus, 244
Comms Plan..$ee Communications
Maragement Plan
communications. See also meetings;
raporting
aunoc, 286
palance of detail in, 218
breakdown, sources of, 280-282
business presentations, 293-295
clarity needed for, 363
collaborative working with software, 334
Communications Management Plan, 31,
33, 295-298
components of, 282-283
considering, 30
email, 332-333
with experienced staff, 130
failure from poor, 11
feedback, 282
importance of, 279
listening actively in, 284-285
with micromanagers, 232-234
one-way versus two-way, 283-284
open and honest, 65, 363
plan in Project Charter, 31
planned, 285
procedures for, 244
in risk management, 176-177
with stakeholders, 62-63, 65
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communications (continued)
with Team Leaders and team
members, 250
Twitter and tweeting, 332
video conferencing, 333
for virtual teams, 337-339
website for, 63, 292, 334
Communications Management Plan
inbound communications, 296
internal communications, 296-297
making notes for, 295
outbound communications, 297
progress reporting in, 33
in Project Charter, 31
writing, 297-298
communications management software,
327, 332-334
compatibility of interest, 68
complete products, defined, 256
compliance, as project justification, 42
computer tools
for Activity Network, 97, 112
backing up, 336
calendar date issues with, 104
cloud computing, 335-336
communication technology, 337-33%
communications management soitv.are,
327, 332-334
dependencies handled by, 112
for expenditure tracking: 271
fixed start dates using; 115
free software, 336-337
Gantt Charts, 91, 95, 117-119
limitations of, 119, 268, 325, 326
office software, 326, 328, 337
percentage complete shown in, 255, 268
programme management software, 331
progress control using, 255-256
project management software, 327,
328-331
security issues for, 336, 337
time savings with, 339-340
using the best software for the job, 327
for virtual teams, 337-339
for work-effort tracking, 267-268

conflict resolution
harnessing conflict, 247-248
listening actively for, 284
procedures for, 244
in storming phase of teams, 245
supporting your delegations, 224-226
constraints
delivery, for physical resources, 150
determining, 26-27, 354-355
durations affected by, 121
physical, 117
in Project Charter, 31
resource, 116
on scope, 46
stage length, 165
consultation with <cakeholders, 62
contaminatien of benefits, 44, 359
context, in:usiness Case, 39
contingencies
for assorbing overruns, 261
for estimated durations, 123
107 physical resources, 151
1or risks, 190
contract staff, 154, 303
contractors, as stakeholders, 54

contracts, informal agreements versus, 14

control areas

balancing, 12-13

considering, 30

defined, 12

documenting, 34

procedures in Project Charter, 31
control bottlenecks, 87, 88
control factors (four dogs), 274-276
conventions in this book, 2
cost performance index (CPI), 346, 347
cost variance (CV), 344, 345, 347
cost-benefit analysis, 48-50

costs. See also expenditure; project budget

in budget, listing by type, 159

in Business Case, 39

capex (capital expenditure), 154
capital, 154

of change, 272

as change control factor, 274-276
cost-benefit analysis, 48-50
dependencies on funding, 113
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direct, 153
expected value of risk, 189
financial manager’s perspective on, 154
general and administrative, 153
importance of estimating, 152
indirect, 153, 159
overhead, 153
return on investment (ROI), 47-48, 323
revenue, 154
risks increasing, 191
stage gate before major investment, 165
of suppliers, 220
time savings versus, 220
unknown, estimating, 159
Covey, Stephen (The 7 Habits of Highly
Effective People), 25, 307
CPI (cost performance index), 346, 347
crash-stop situations, 299-301
critical path
defined, 107
delays on, 260
importance of, 107
split, 109
staff resource assignments affected by, 130
tracking changes in, 108-109
Critical Path Analysis (CPA), 107
Critical Path Method (CPM), 107
customers
communicating with, 63
as stakeholders, 54
CV (cost variance), 344, 345, 347

o) e

dashboard, 289
de Bono, Edward (Six Thinking Hats), 248
deadlines or end dates, 18, 93
decision making

procedures for, 244

software not capable of, 326

by team members, 221
decision tree for risk management, 196
delays

on critical path, 260

critical path affected by, 108-109

durations affected by, 121
lag, 111-112
from physical resource availability,
151-152
showing on Gantt Charts, 95
delegating authority
appointment versus, 240
blaming the delegate for using, 222
choosing what to delegate, 223
degrees of delegation, 224
delegating, defined, 222
following up after, 228
guidelines for success, 226
reasons for, 221
responsibility aftev, 223, 227
Responsibility-A<signment Matrix for,
229-231
supportiug vour delegations, 224-226
writtert agreements for, 228
deliveranies. See products
Deiivary Checklist, 89
le'ivery constraints for physical
resources, 150
Delivery Plans, 168, 170
delivery stages. See also Carrying Out the
Work stage
in Carrying Out the Work stage, 22
determining the number of, 23-24
stage plans for, 167
Delphi technique, 121-122
DeMarco, Tom (Peopleware), 212
demotivation, avoiding, 241-242
dependencies
in Activity Network, 97-99, 110-113,
114-115
discretionary, 114
duration estimates affected by, 134
external, 114
finish to finish, 112-113
finish to start, 110
fixed start dates due to, 113
on funding, 113
lag, 111-112
logical, 113, 114
mandatory, 113-114
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dependencies (continued)
overlap or lead, 110
start to start, 110-111
in Work Flow Diagram, 77, 78, 79, 86-87
direct costs, 153
direct payback model, 48
direct savings (benefits), 42
discount factors in cost-benefit analysis,
49-50
discretionary dependencies, 114
documentation. See also management
documents
of lessons learned, 309-310
for maintenance and operations, 303
recording project information, 308
of team members’ contributions, 305
dollar day, 48
Donaldson, Hamish (A Guide to the
Successful Management of Computer
Projects), 89
donors, communicating with, 63
downside (negative) risks, 174, 191
drivers, 242
duration estimates
adjusting to fit the people, 138-139
adjusting to fit the task, 138
availability issues for, 141-142
documenting, 133
factoring in productivity, 136-:140
factors affecting duraticn.. 102, 134
getting help for, 101, 1&¢
getting information for, 120-121
handling uncertainty, 123
historical data for, 101, 135-136, 140-141
multi-tasking’s effect on, 138, 140
problems from short estimates, 120
techniques for, 121-123
work-effort estimates, 135-136
working environment effect on, 134, 139
durations
defined, 96, 101
earliest finish date calculation using, 103
estimating, 101, 120-123, 133-142
factors affecting, 102
reducing, 102, 117
staff hours versus elapsed time, 101

oF o

earliest finish date calculation, 103
early closure (crash stop), 299-300
earned value (EV), 342, 344
Earned Value Management (EVM)
for budget tracking, 267
key figures for, 342, 344
key ratios for, 346, 347
measurements for, 348-349
project examples using, 342-343
triangular model of, 345
usefulness of, 341-342
variance figures fcr, 244-345, 347-348
80:20 principle, 46
elapsed time, srati nours versus, 101
‘The Elephant’s-Child’ (Kipling), 52-53
email, 332-3532
enablinx as project justification, 42
end C atcs or deadlines, 18, 93
end users
Business Case information from, 40
help for testing from, 63
as stakeholders, 53, 55
Estimated Time to Complete, 265
estimating durations. See duration
estimates
estimating unknown costs, 158-159
EV (earned value), 342, 344
EVM or EVA. See Earned Value
Management
Example icon, 5
excuses for not using structured project
management, 18
expected value of risk, 189
expenditure. See also costs; project budget
actuals, 268-269
maximum per project stage, 24
overspending versus early spending, 271
steps in, 269-270
systems for tracking, 271
tracking against the plan, 268-270
expertise, personal power from, 239
external dependencies, 114
external products, 79-80
external stakeholders, 54
external suppliers. See suppliers
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failure, causes of, 10-11, 272
feedback, importance of, 282
50/50 method for EVM, 349
file formats, 337
finish to finish dependencies, 112-113
finish to start dependencies, 110
fishbone (Ishikawa) diagram, 195
flexibility, considering, 30
float
calculating, 105-107
for critical path, 108-109
defined, 105
delays and short float, 260
resolving resource conflicts using, 144
total versus free, 109
forming phase of teams, 245
four dogs (control factors), 274-276
free float, 109
freeware, 336-337
‘full time’, defining, 136-137
functional groups, 208
functional organisation structure, 208-210
functions in scope, 37
funding, dependencies on, 113

oG o

Gantt Charts, 91, 95, 117-1195
Gantt, Henry (chart invertor), 117
geography in scope, 38
Graham, Nick (author)
on automated tools, 104
Chesil Beach ‘boardroom’ of, 259
on following the crowd, 316
on four dogs (control factors), 274
high-commercial-risk project of, 173
on impact scale, 187
on meanings in communication, 218
on measuring benefits, 311
on not meeting end dates, 116
on passing on lessons learned, 309-310
on plans making things visible, 145
as PRIME developer, 21

PRINCEZ2 For Dummies, 22, 73, 205
The Project Techniques Toolbox, 47, 65,
179, 181
on recording staff hours, 128
on roles versus statuses, 202
slides in presentations limited by, 294
stakeholder opposition handled by, 59
support call system of, 139
on working at home, 135
groups, teams versus, 243
Guide to the Project Management Body of
Knowledge (PMBOK), 31, 73
A Guide to the Successful Management of
Computer Projec’s (Donaldson), 89

o H o

handover; p!«aning for, 301, 303
Handy. Charles (The Age of Unreason), 272
Herzberg, Fred (psychologist), 240-241
hicrorschy diagram, 84-86
nistorical data
for duration estimates, 101, 135-136
inaccuracies in, 140-141
home, working from, 135
hygiene factors, 241

o]e

icons in this book, explained, 5

impact of risks, 181, 183, 186-187
indirect costs, 153, 159

inflation and cost-benefit analysis, 48-50
informal agreements, contracts versus, 14
information gathering, 25

initiator of a project, 40

internal products, 79

internal stakeholders, 53-54

invoices, receiving, 269

Ishikawa (fishbone) diagram, 195

Issue Log (Change Log), 273

Issue Register, 328

italics in this book, 2
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o]o

jobs, projects versus, 11-12

justifying a project
Business Case for, 29, 35, 39, 40-44
in Organising and Preparing stage, 29
Starting the Project stage for, 25, 26
types of justifications, 41-42

o[ o

Kipling, Rudyard (‘The Elephant’s Child"),
52-53
KISS (Keep It Simple, Stupid!) principle, 28

o/ o

lag, 111-112

latest finish date calculation, 105

latest start date calculation, 105

lead dependencies, 110

leadership
achieved versus ascribed power, 239
avoiding challenges to your authority, 238
characteristics of, good and bad, 237
considering those who managed yvaou, 236
defining procedures, 244-245
demotivation, avoiding, 241-242
developing personal pow<r, 238-240
developing teams, 243- 248
encouraging responsibiiity, 239
giving recognition, 241, 242, 248-250, 363
in hard times, 237
harnessing conflict, 247-248
importance of, 236
keeping your finger on the pulse, 250
motivating others, 241, 242, 249-250, 304
of older or more senior team members,

237-238

tips for, 361-364
why people respond to, 238-239
working with stakeholders, 242-243

learning by doing, 16

legal issues

contracts versus informal agreements, 14

dependencies based on, 113

lessons learned information, 34, 309-310
life-cycle of projects. See stages of projects
listening actively, 284-285

Lister, Timothy (Peopleware), 212

logical dependencies, 113, 114

ol o

Madden, Jerry (NASA executive), 12-13
management documents. See also
documentation; reporting; specific
documents
activity list, 94-96
Activity Network, %0--117
Business Case, 2231, 35, 39-46, 155, 321,
357-360
in Carrying Qut the Work stage, 32-33
Change l.op, 273
Change Request form, 273
in.Closing the Project stage, 34
[relwvery Checklist, 89
tor duration estimates, 133
Estimated Time to Complete, 265
in Organising and Preparing stage, 30-32
Physical Resource Matrix, 149-150
Product Definition, 82-83
Progress Checklist, visual, 89-90
Project Charter, 30-31, 37, 156
Project Outline, 27
Project Plan, 11, 28, 29, 31, 167, 170, 254
Project Report, 34
Resource Histogram, 143
Responsibility Assignment Matrix, 229-231
Risk Plan, 31, 193-194
Risk Register, 194, 328
Scope Statement, 36, 38
Skills Matrix, 130-132
Stage Reports, 33
Stakeholder List, 53-57
Stakeholder Matrix, 57-58
in Starting the Project stage, 27
Work Breakdown Structure, 82, 84-86, 96
Work Checklist, 256-257
Work Flow Diagram, 77-81, 86-91, 99-100,
195, 257-258, 260
management stages, 164-166



mandatory dependencies, 113-114
Matrix Management, 212-216
matrix organisation structure, 212-214
McCartney Report, 40
meetings
attitudes toward, 289
conducting efficiently, 291
encouraging participation in, 246
following up after, 291
Stage Gate, 24, 165, 166-167
successful, planning for, 290
timely attendance of, 246
types to hold, 292
methodologies, 21-22. See also specific
methodologies
micromanagement
as common problem, 231
defined, 232
encouraging trust, 233
understanding the reasons for, 232-233
working with a micromanager, 232-234
Microsoft Project, 22
milestones
clear and frequent, 255-256
Delivery Checklist for, 89
EVM using, 349
failure from lack of, 11
giving recognition at, 249
in PRINCE2 method, 255
products as, 255
for progress control. 223-256
Mind Maps, 84, 95, 336
mitigation of risks, 190
Modified Delphi technique, 121-122
monitoring
expenditure, 268-271
progress control, 19, 254-262, 321
risks, 180, 192-193
staff resources, 127
work effort, 263-268
motivating others
at closure, 249-250, 304
demotivation, avoiding, 241-242
motivators, 241
motivators, 242
Muir, Nancy C. (Project 2011
For Dummies), 330

multiple projects. See also programmes
co-ordinating staff resources across,
126-127, 145-146
portfolios, 318, 322-323
multi-tasking, 138, 140
Murphy’s Law, 15

o\ o

naming products, 75-76, 81
negative risks, 174, 191

negative scope, 36, 37

90 per cent rule, 89

noise, 283

non-quantifiable benefits, 42-43, 358
norming phase ot tcams, 245-246

o ()

objectives
egrzeing on, 26
determining, 353
failure from lack of clarity in, 10
in Project Charter, 31
observers, 243
office software, 326, 328, 337
‘One Hundred Rules for NASA Project
Managers, 12-13
one-way communication, 283-284
ongoing actions information, 34
open source software, 336-337
opportunities (positive risks), 174, 191
order placement, 269
organisation structures. See also project
organisation
deciding or influencing, 207-208
excessive, avoiding, 201
functional, 208-210
matrix, 212-216
projectised, 210-212
Organising and Preparing stage
characteristics of, 27-28
control areas to consider, 30
described, 15
key management areas of, 28-30
KISS principle for, 28
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Organising and Preparing stage (continued)
management documents in, 30-32
overview, 27-32
risk management in, 177, 178
skipping, avoiding, 19

overheads
described, 153
as excuse for avoiding project

management, 18
for projects versus jobs, 11-12
overlap dependencies, 110
over-planning, avoiding, 28

oo

Pareto Principle, 46
Pareto, Vilfredo (economist), 46
Parris, Dick (Project Manager), 51
payment, as expenditure step, 269-270
PDD (Project Definition Document). See
Project Charter
Peopleware (DeMarco and Lister), 212
percentage complete
computer tools showing, 255
EVM using, 349
unreliability of, 268
for work-effort tracking, 268
performing phase of teams, 246
personal power
achieved versus ascribed, 239
defined, 238
developing, 238-240
reasons for, 238-239
PERT formula for estimating durations,
122-123
PERT (Programme Evaluation Review
Technique) Chart, 98
PESTLE risk categories, 182
phases of projects. See stages of projects
physical constraints, 117
physical processes, durations affected
by, 121
Physical Resource Matrix, 149-150
physical resources
availability issues for, 149, 150, 151
booking, 150, 151

considering before budget, 147
delivery constraints, 150, 151
environment requirements for, 150
identifying needs, 148-150, 356
involving others in planning, 148
operability issues for, 150
security issues for, 150
size and weight issues for, 150
timing issues regarding, 147, 149, 150,
151-152
P-I Grid. See Probability-Impact (P-I) Grid
PID (Project Initiation Documentation). See
Project Charter
planned communications, 285
planned value (PV), 542, 344
planning. See a’sc Froject Plan
adjusting unreaiistic plans, 260
for busirez: presentations, 293
business project example, 76-82
closuie review, 307-308
ciosure work, 33, 301, 302-304
Geadlines and need for, 18
Delivery Plans, 168
detailed levels, 85
developing a sequence, 77-81
as expenditure step, 269
failure from lack of, 10
for handover, 301, 303
importance of, 13, 28
keeping the plan up to date, 19, 123,
170, 254
levels of, 167-168
for meetings, 290
multiple levels at once, 170-171
in Organising and Preparing stage, 27-28
over-planning, avoiding, 28
overview before details, 163
product-led, 71-74, 76-82
programmes, 320
progress control dependent on, 254
questions to ask for, 353-356
for resource and budget, 169
Stage Gate meeting, 24, 165, 166-167
Stage Plans, 167, 168-169
for stakeholder involvement, 63
in Starting the Project stage, 25-26



structured product list for, 83-86
summary chart of, 170
transition planning for team members,
304-306
Work Flow Diagram for, 77-81, 86-91
Work Package, 167, 169
PMBOK (Guide to the Project Management
Body of Knowledge), 31, 73
PMI (Project Management Institute), 31, 73
portfolios, 318, 322-323
Portny, Stan (author)
on average work availability, 137
on keeping reports short, 287
on sharing results with support people, 306
on unrealistic expectations, 125
on unrealistic risk management, 178
on unrealistic scheduling, 117
positive conflict, 247-248
positive risks, 174, 191
post-project work, 311-312
potter line, 240
power base of stakeholders, 60-61
Precedence Network. See Activity Network
presentations. See business presentations
PRIME (PRoject IMplemtation Method)
Business Case in, 155
described, 21
management documents in, 27
product-led planning in, 73
senior management in, 55
sponsor in, 204
Work Breakdown Structure (WBS) in, 82,
84-86
PRINCE2 For Dummies (Graham), 22, 73, 205
PRINCEZ2 (PRojects IN a Controlled
Environment)
described, 21
further information, 22
management documents in, 27
milestones in, 255
Product Description in, 82
product planning weak in, 73
Project Manager in, 205
senior management in, 55
prioritising the scope, 38-39, 68
proactive approach, 18

Probability-Impact (P-I) Grid
estimating impact, 186-187
gauging probability, 185-186
proximity information for, 187-188
uses for, 183-185

procedures
for change control, 273
defining, 244-245
dependencies based on, 113
in Project Charter, 31

processes, projects versus, 14

Product Checklist, 256-257

Product Definition, 82-83

Product Flow Diagrain. See Work Flow

Diagram
product support personnel, as
stakeholders, 55

product-led clanning
activitv ivcus versus, 74, 86
benefits of, 71
bus.ness project example, 76-82
dedining the products, 82-83
developing a sequence, 77-81
identifying products, 76-77
logic of, 72
questions to ask in, 72-73
structured product list for, 83-86
users of, 73
Work Flow Diagram for, 77-81, 86-91

products
activities and resources mistaken for, 75
avoiding confusion about, 281
closure adjustments to, 303
complete, defined, 256
defined, 74
determining, 354
examples of, 74-75
external, 79-80
hierarchy diagram for, 84-86
identifying, 76-77
internal, 79
limiting to 30 or less, 81
mapping programmed interdependencies

by, 320-321
as milestones, 255
missing, finding, 86
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products (continued)
multiple tasks for building, 94
naming, 75-76, 81
numbers versus names for, 81
planning first, 71
Product Definition, 82-83
proof of concept, 87, 88
in scope, 37
structured list of, 83-86
Work Checklist for, 256-257
professional societies, as stakeholders, 54
Programme Administration, 319
programme audit, 205-206
Programme Evaluation Review Technique
(PERT) Chart, 98
programme management software, 331
Programme Manager, 319
Programme Risk Manager, 319
programmes
additional management needed for,
318-319
controlling, 321-322
defined, 316
excitement about, 315, 316
impact on roles, 207
mapping interdependencies by preduct,
320-321
planning, 320
portfolios versus, 318
projects versus, 14
roles in, 319
types of, 317
Progress Checklist, visual, 89-90
progress control
considering possible actions, 261
deciding on an action, 262
finding the causes of problems, 259-261
importance of, 19
milestones for, 255-256
monitoring effectiveness of actions, 262
for programmes, 321
reliable plan for, 254
reporting mechanism for, 256
steps when things go off track, 258-259
taking action, 262

Work Checklist for, 256-257
Work Flow Diagram for, 257-258
for Work Packages, 258
progress reporting. See reporting
project, 40
Project 2011 For Dummies (Muir), 330
project administrator, 206
project audit, 319
project board, 203
project budget. See also costs; expenditure
approval for, 155-156, 157
bottom-up development of, 158
change budget, 160, 274
closure adjustments; 303
considering physicai resources before, 147
defined, 152
detailed estimate, 153, 155-156, 158-160
estimating cuknown costs, 158-159
EVM ior tracking, 267, 341-349
format of, 160-161
incirect costs in, 159
1cvels of detail in development of, 152—
153, 155-156
listing costs by types, 159
planning, 169
in Project Charter, 156
refining and revising, 153, 156-158
reporting about, 288
risk budget, 160
rough estimate, 153, 155
stage budgets, 153, 156, 159, 165
sub-budgets, 160
as time-based, 152, 159-160
top-down development of, 158
triggers for changes in, 156-157
Project Charter
challenging the scope when developing, 37
further information, 31
guidelines for, 31
project budget in, 156
uses for, 30-31
project dashboard, 289
Project Definition Document (PDD). See
Project Charter
Project Director, 203-204, 319
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PRoject IMplemtation Method. See PRIME
Project Initiation Documentation (PID). See
Project Charter
Project Management Institute (PMI), 31, 73
project management software, 327, 328-331
project management team, 203
Project Manager. See also delegating
authority; leadership
authority needed by, 16, 30, 66
main tasks of, 17-18
number of project stages and experience
of, 24
in PRINCE2 method, 205
quiz for aptitude as, 19-20
role of, 16-17, 204-205
skills needed by, 17, 20
stage gates and experience of, 165
as stakeholder, 54
tips for, 361-364
project methodologies, 21-22. See also
specific methodologies
project organisation
deciding or influencing the structure,
207-208
excessive structures, avoiding, 201
functional structure, 208-210
importance of, 199
matrix structure, 212-216
projectised structure, 210-212
roles in, 201-207
simple structure examp'e, 200
Project Outline, 27
Project Plan. See also planning
defined, 167
as high-level plan, 28
keeping up to date, 19, 123, 170, 254
preparing, 29
in Project Charter, 31
understated, avoiding, 11
Project Report, 34
Project Speak icon, 5
project steering committee, 203
The Project Techniques Toolbox (Graham),
47, 65, 179, 181
projectised organisation structure, 210-212

projects
calculating length of, 102-104
control areas of, 12-13
defined, 12
definition in Project Charter, 30
diversity of, 13-14
jobs versus, 11-12
pitfalls of, 10-11
processes versus, 14
programmes versus, 14
repeated, 12
stages of, 15
taking on a project, 9-10
PRojects IN a Contrciied Environment
(PRINCE2). Se< PRINCE2
proof of concepit product, 87, 88
provider, 204
proximity ot risks, 187-188
public, «is'stakeholders, 54
punishinents, 238
PV-{11anned value), 342, 344

2( o

-

quality
as basis of project’s definition, 13
as change control factor, 274-276
as control area, 12
determining, 27
importance of, 13
as non-quantifiable benefit, 42-43
plan in Project Charter, 31
planning, 29

Quality Plan, 31

quantifiable benefits, 42

o R o

RACI Chart, 229

RAM (Responsibility Assignment Matrix),
229-231

reactive approach, avoiding, 18

realisation of benefits, 34, 43-44

recognition, giving, 241, 242, 248-250, 363

regulators, as stakeholders, 54
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Remember icon, 5
reporting. See also communications;
management documents
in Closing the Project stage, 34
concisely, 287
considering, 30
dashboard format for, 289
drawbacks of written reports, 286
effective mechanism for, 256
outbound information, 34
people who need progress reports, 33
preparing progress reports, 288-289
for programmes, 321
project information, 34
regularly using standard format, 287
Stage Reports, 33
to stakeholders, 62-63
tips for written reports, 287
traffic light indicator for, 288-289
Work Flow Diagram for, 88-91
writing reports, 286-289
requesters, as stakeholders, 54
resource conflicts
areas of, 126-127
with calendar events, 126
checking for, 143
co-ordinating across multiple proiects,
126-127, 145-146
for multiple tasks, 126
Resource Histogram for, 14
for staff resources, 125-127, 143-146
steps for resolving, 141-145
resource constraints, 116
Resource Histogram, 143
resources. See also staff resources
as basis of project’s definition, 13
as change control factor, 274-276
as control area, 12
determining needs, 26
diversity of, 13-14
durations affected by, 121
mistaken for products, 75
physical, 147-152, 356
planning for, 169
unrealistic, avoiding, 11
respecting others, 363

responsibility
accountability acquired with, 227
authority versus, 222
clarity needed for, 280-281
defined, 221
after delegating authority, 223, 227
determining, 29
encouraging, 239
of Everybody, Somebody, Anybody and
Nobody, 29
as motivator, 241
in Project Charter, 31
Responsibility Assignment Matrix (RAM),
229-231
return on investment (ROI), 47-48, 323
revenue costs, 154
reviewing the project
measuring venefits, 310-311
passin3 i lessons learned, 309-310
planiing for, 307-308
reeuerding project information, 308
rewards, 238, 242, 249-250
11sk budget, 160
Risk Checklist, 182, 195
risk cycle, 179-180
Risk Log, 194, 328
risk management. See also contingencies
Activity Network for, 115-116
adding to or modifying plans, 180, 191-192
analysing risk, 180, 183-188, 356
approaches to, 190-191
avoiding risk versus, 175-176
communications involved in, 176-177
deciding risk handling, 180, 188-191
decision tree for, 196
failure from lack of, 10
focus on, throughout project, 178
getting help for, 182
high-risk versus low-risk projects, 175
identifying risk, 179, 180-182
Ishikawa (fishbone) diagram for, 195
monitoring risks, 180, 192-193
need for, 173, 174-175
in Organising and Preparing stage, 29
plan in Project Charter, 31
Probability-Impact (P-I) Grid for, 183-188



for programmes, 321
reporting about, 288
Risk Checklist for, 182, 195
Risk Plan, 31, 193-194
Risk Register or Risk Log, 194, 328
stage gates for, 165
steps in risk cycle, 179-180
taking planned actions, 180, 192
Work Flow Diagram for, 86-87, 195
Risk Plan, 31, 193-194
Risk Register, 194, 328
risks
action types for, 190-191
analysing, 180, 183-188, 356
avoiding versus managing, 175-176
categories of, 182
defined, 174
describing specifically, 186
expected value of, 189
identifying, 179, 180-182
impact of, 181, 186-187
impacts versus, 183
monitoring, 180, 192-193
negative, 174, 191
positive, 174, 191
probability of, 185-186
proximity of, 187-188
ROI (return on investment), 47-4&, 323
roles. See also specific roles
clarity needed for, 280-281
determining, 29
multiple per person, 201
multiple persons per role, 201
overview of project roles, 203-207
in programmes, 319
programmes’ impact on, 207
in Project Charter, 31
Project Manager’s, 16-17
in RAM, 229-230
statuses versus, 16-17, 201-202

oS e

scapegoating, avoiding, 227
schedule performance index (SPI), 346, 347
schedule variance (SV), 344, 345, 347

scheduling. See time
scope
agreeing on, 26
as basis of project’s definition, 13
challenging, 37, 46-47
as change control factor, 274-276
clarity and specificity of, 38
constraints on, 46
as control area, 12
defined, 35, 37
dimensions of, 37-38
diversity of, 13
finalising, 28
importance of, 35
maximising value. 47
negative, 36, 27
prioritising;35-39, 68
in Project kharter, 31, 37
understared, avoiding, 11
scope crzep, 47, 271-272, 277
Scope Statement, 36, 38
secarity, 150, 336, 337
senior managers
communicating risks to, 176
discussing stakeholder issues with, 61
project director, 203-204
as stakeholders, 54-55
support needed for project success, 10,
54-55
The 7 Habits of Highly Effective People
(Covey), 25, 307
shortcuts, avoiding, 19
Six Thinking Hats (de Bono), 248
size of physical resources, 150
Skills Matrix, 130-132
skills of staff
determining, 128-129
developing, 129-130, 221
for physical resource operation, 150
slack time. See float
software. See computer tools
special interests of stakeholders, 54, 55
spend variance (SV), 344
spending. See expenditure
SPI (schedule performance index), 346, 347
split critical path, 109
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splitting work, 261
sponsor
communicating risks to, 176
role of, 204
spreadsheet software, 328
staff associations, as stakeholders, 54
staff hours, elapsed time versus, 101
staff resource report, 263-264
staff resources
availability issues for, 127, 134, 136-137,
141-142
checking for conflicts, 143
communications with, 130
contract staff, 154
co-ordinating across multiple projects,
126-127, 145-146
critical path and assignment of, 130
determining skills and knowledge of,
128-129
developing, 129-130, 221
factors affecting durations, 102
‘full time’, defining, 136-137
handling conflicts, 126-127, 144-145
limitations on, 125
matching to tasks, 128-132, 356
monitoring, 127
multiple tasks and resource confiicts, 126
need for planning use of, 126-122
planning release of, 303
productivity of, 136-14C
Resource Histogram fer; 145
Skills Matrix for, 130-132
working from home, 135
stage gates, 24, 165-167
Stage Plans
defined, 167
developing, 168-169
summary chart of, 170
Stage Reports, 33
stages of projects
advantages of, 23
Carrying Out the Work, 15, 22, 32-33,
177,178
Closing the Project, 15, 19, 33-34, 178,
249-250, 299-312

deciding on, 164-166
decision factors for, 24
delivery stages, 22, 23-24, 167
length constraints on, 165
management stages, 164-166
Organising and Preparing, 15, 19, 27-32,
177,178
overview, 15, 22-23
refining the budget through, 156-158
risk management in, 177, 178
stage budgets for, 153, 156, 159, 165
Starting the Project, 15, 23, 25-27, 177, 178
technical stages, 164, 166
unofficial, 23
Work Flow Diagram for, 87
stakeholder anaiy<is, 57-58
Stakeholder List; 53-57
stakeholdzr management
‘how™ 9, 5Z-63
impoitunce of, 52
for multiple-stakeholder projects, 67-68
sirategies for, 64-66, 68
what’ of, 61
‘when’ of, 63
‘where’ of, 57-58
‘who’ of, 53-57
‘why’ of, 59-61
Stakeholder Matrix, 57-58
stakeholder opposition
accepting, 61
emotional decisions of, 65-66
handling, 63-67
identifying common areas, 64
overriding, 66-67
power base of stakeholders, 60-61
reducing the project’s threat, 65
solving problems to reduce, 64
subtlety of, 52
underlying causes of, 59
understanding, 59-60, 64-66
stakeholders
analysing, 57-58
approval from, 62, 67-68
areas often overlooked, 55
categories of, 53-54
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communicating risks to, 176-177

communications with, 62-63, 65

consultation with, 62

deciding action regarding, 61

defined, 52

drivers versus supporters, 242

emerging, 51

external, 54

identifying, 53-57, 354

information from, 41, 52

internal, 53-54

multiple-stakeholder projects, 67-68

opposition from, 52

participation by, 62

planning for involvement with, 63

power base of, 60-61

template for listing, 57

understanding positions of, 59-61

working with, 62-63, 242-243
start to start dependencies, 110-111
Starting the Project stage

bypassing, 23

characteristics of, 25-26

described, 15

key management areas of, 26-27

management documents in, 27

reasons for having, 25

risk management in, 177, 178
statuses, roles versus, 16-17; 291-202
storming phase of teams, 215
Straehl, Philipp (Project Manager), 89
strong matrix, 212, 213
structured product list, 83-86
suppliers

choosing, 219-220

costs of, 220

as part of your project, 219, 363

as stakeholders, 54

supporting supplier teams, 219
support staff, as stakeholders, 55
supporters, 242
SV (schedule variance), 344, 345, 347
SV (spend variance), 344

oJ e

tasks. See activities or tasks
Team Leaders
communicating risks to, 176
communications with, 250
role of, 206-207
teambuilding by, 243
team members
authority, responsibility, and
accountability of, 221-222
communicating risks to, 176
communications with, 250
decisions best takcn by, 221
older or more szior, 237-238
Project Manager role versus, 16-17
role of, 207
as stakehoiders, 54
transition planning for, 304-306
Teaw Plan (Delivery Plans), 168, 170
teams
assessing performance of, 247
committees versus, 244
defined, 220, 243
defining procedures for, 244-245
developing, 243-248
groups versus, 243
guidelines for developing, 246-247
motivating at closure, 249-250, 304
phases of functioning, 245-246
project management team, 203
virtual, 337-339
technical stages, 164, 166
technology. See also computer tools
cloud computing, 335-336
communication, virtual teams with,
337-339
limitations of, 325, 326
templates
basic, stock of, 340
for reports, 329
for Stakeholder List, 57
30 limit for products, 81
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threats (negative risks), 174, 191
three-point estimating, 122, 359
time
as basis of project’s definition, 13
business presentation duration, 295
calculating project length, 102-104
calendar dates, 104, 160
as change control factor, 274-276
as control area, 12
determining amount needed, 96
dollar day, 48
durations in Activity Network, 101-102
earliest finish date calculation, 103
elapsed, staff hours versus, 101
end dates or deadlines, 18, 93
estimating at project start, 26
estimating durations, 101, 120-123,
133-142
factors affecting durations, 102
float, 105-107, 144
‘full time’, defining, 136-137
lag, 111-112
latest finish date calculation, 105
latest start date calculation, 105
maximum per project stage, 24
meeting duration, 290

physical resources and timing issucs, 147,

149, 150, 151-152

project budget as time-based, 152, 159-160

reducing durations, 102,117

reporting about, 288

risks increasing, 191

saving, costs versus, 220

saving, software for, 339-340

in scope, 38

stage length constraints, 165

work effort, 135-136, 263-268
time sheets

improving accuracy of, 266-267

inaccuracies in, 140-141

work-effort data from, 264-265, 266-267
timescales

for benefits realisation, 43-44

in Business Case, 39

unrealistic, avoiding, 11

Tip icon, 5

total float, 109

tracking progress. See progress control

Tracy, John A. (Understanding Business
Accounting For Dummies), 154

traffic light indicator, 288-289

transferring risks, 191

transition planning for team members,
304-306

Twitter and tweeting, 332

two-way communication, 284

olf o

uncertainty. See al/so contingencies; risk
managemeit
allowing foi; 15
for estimav<:1 durations, 123
as excuse tor avoiding project
nanagement, 18
Uraerstanding Business Accounting For
Dummies (Barrow and Tracy), 154
1nions, as stakeholders, 54
unknown, allowing for the, 15
unknown costs, estimating, 158-159
unofficial stages of projects, 23
upside (positive) risks, 174, 191

oo

vendors, as stakeholders, 54
video conferencing, 333

virtual project teams, 337-339
visual noise, 283

visuals for presentations, 293-294

o[/ o

Warning! icon, 5

WBS. See Work Breakdown Structure
weak matrix, 213

website for project, 63, 292, 334
weight of physical resources, 150
word processor, 328
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Work Breakdown Structure (WBS)
in PMI standards, 82
for structured product list, 84-86
tasks entered against products on, 96

Work Checklist, 256-257

work effort
analysing effort expended, 263-264
data collection for, 264-265
Estimated Time to Complete for, 265
estimating, 135-136
improving accuracy of data, 266-267
percentage complete unreliable for, 268
planned versus expended, 263-264
staff resource report of, 263-264
systems for tracking, 267-268

Work Flow Diagram
30 limit for products in, 81
for Activity Network creation, 99-100
bottom-up check of, 77-79, 260
control bottlenecks in, 87, 88

dependencies in, 77, 78, 79, 86-87
example (adjusted), 80
example (first attempt), 77, 78
Gantt Chart versus, 91
missing products and activities revealed
by, 86
names versus numbers in, 81
for progress control, 257-258
for progress reporting, 88-91
for risk management, 86-87, 195
stage boundaries in, 87
tasks entered against products on, 95
Work Packages
Delivery Plans for, 187, 170
developing, 169
progress contio! for, 258
working environinent
adjusting ¢ cration estimates for, 134, 139
working ttom home, 135
written agreements for accountability, 228
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