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I N D E X

Acceptance process, 146
Accountable project office, 391–392
Accurate estimating, 190–227. See also 

Estimates
of budgets, 206–213
cash flow schedule and, 213–214
fundamentals of, 191–196
levels of, 195–196
techniques for, 197–206

Action plan, for small projects, 184
Action plan template, 185, 186–187
Active listening, 279–281
Activities, open-ended, 142
Actual cost (AC), 351
Actual cost of work performed (ACWP), 350
Adobe Systems calibrated estimation 

model, 219–223
Advocates, stakeholder role of, 52
Agile approach, 442
Agile community, differences in, 452–453
Agile management methods, 448–451
Agile software development, 434, 443–453
Agile teams, 451
Agile techniques, 5
Agile thinking, essence of, 443–448
Agility, misperceptions about, 452
Alaskan Way Viaduct and Seawall 

Replacement Program, 124–127
Allocation, of people and equipment, 181
Analysis, 406. See also Budget analysis; 

Business analysts; Cost-benefit 
analysis; Gap analysis; International 
Institute for Business Analysis 
(IIBA); Mini-analysis phase; Problem 

analysis; Risk analysis entries; 
Schedule analysis; Stakeholder 
Analysis form

cost-benefit, 67
critical path, 482
float, 482
what-if, 486

Analysis document, 67
Apportioning, 200–201

budget development and, 202
phased estimating and, 203

Approvals, creating, 381
Audience

of a project charter, 64
of a statement of work, 66

Authority
challenges related to, 18
clarifying, 76
establishing, 64
issues related to, 33

Authority levels, specifying, 74–76
Authorizations, communicating, 78
Autocratic decision mode, 292

Backward pass, 167, 168
Balancing

business-case-level, 229–230, 242–247
enterprise-level, 230, 247–248
importance of, 248–249
project-level, 229, 230–242

Ballpark estimates, 196
Baseball stadium, fast-tracking, 

250–253
Baseline requirements, 407–408
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Baselines
in Microsoft Project, 489
realistic, 440–441

Behavioral assessment tools, 278
Benefits realization, monitoring, 414–415
Best practices, 418–419

in IT project management, 439–442
in project management, 387–388
tips for Microsoft Project, 10

Bids
evaluating, 148
vs. estimates, 193

Boeing 767-400ER program, 254–255
Bottom-up estimating, 157, 196, 

205–206
Bottom-up scheduling, 254
Brainstorming, for identifying risks, 

104–105
Brooks, Fred, 233, 234
Brooks, Herb, 268
Brummond, J. C., 250
Budget analysis, 393
Budget at completion (BAC), 350
Budgeted cost of work performed (BCWP), 

350, 352, 355
Budgeted cost of work scheduled (BCWS), 

352
Budgeting, project-related, 6
Budget overruns, 23
Budgets. See also Detailed budget 

estimates; Schedule and budget 
development

accurate estimating of, 206–213
apportioning and, 202
contingency, 120
developing, 500–501
estimating, 107–108
realistic, 199

Burdened labor rate, 207
Business analysts, 459

role of, 400
training, 409

Business case, 67
Business-case-level balancing, 229–230, 

242–247
Business problems, focus on solving, 440
Business requirements, 402, 421
Business risk, vs. project risk, 102
Bystanders, stakeholder role of, 52

Calibrated estimation model, Adobe 
Systems, 219–223

Capability maturity model, 375
Cash flow, forecasting, 206
Cash flow schedule, 210–211

generating, 213–214
Certified project managers, 4–5
Chain of command, 72

issues related to, 34
Champions, 46

Change. See also Social change; Status 
changes

adapting to, 2–3
charting a path for, 3

Change boards, 321–322
Change Log, 327, 337
Change management, 61–62, 365–366, 

407–408
guidelines for, 325
planning, 319

Change management process, 76, 318–322
subversion of, 322

Change Request, 327, 338
Change thresholds, 321, 357
Charter, 65, 363. See also Project charter
Charter template, 84
Checklists, 146
Closeout phase, of the project life cycle, 27
Closeout reporting, 325–326
Closure Report, 328, 339
Cohen, Shari, 13
Collaborative problem solving, 287

in high-performance project team, 287, 
300

Commercial off-the-shelf software, 160
Communication. See also Project 

communication; Team 
communication

change management and, 318–322
closeout reporting and, 325–326
configuration management and, 322–325
control documents and, 318
critical role of, 26
informal, 82
issues related to, 33
leaders as conduits for, 306
with management and customers, 

317–318
options for, 81
project controlling and, 259
within the project team, 45, 309–317
setting the tone for, 326–327
among stakeholders, 305–341

Communication breakdown, 76–77, 81
Communication expectations, 315
Communication plan, 38, 76–82, 363, 

367–368
including meetings in, 79–81

Communication planning matrix, 84
Communication Plan template, 92
Communication skills, 279–283
Communication techniques, 8
Completion criteria, 145–146, 345, 365, 

367
Computer network installation, 216–218
Concurrent tasks, 154
Conduct standards, 471–472
Configuration management, 319, 322–325

responsibility for, 324–325
steps in, 324–325
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Conflict, confronting, 295–296
Conflict management, in high-performance 

project team, 294–297
Conflict-management skills, 296–297
Conflict-resolution skills, 267
Consensus decision guidelines, 293
Consensus decision mode, 291
Construction, agile, 447–448
Construction phase, parametric estimating 

in, 205
Construction projects, phased estimating 

in, 200
Construction step, in the product 

development life cycle, 28
Consulting firms, 22
Contingency budget, 120
Contingency funds, 114–115, 118

establishing, 103, 118–121
Contingency plans, 114–116, 120
Continuous improvement stage, in process 

redesign, 37–39
Continuous learning, 267

in high-performance project team, 
298–300

Continuous learning habits, 298–299
Continuous risk management, 104, 

121–122
Continuous Risk Management Guidebook, 

107
Contracting documents, 66
Control Checklist, 327, 334–335
Control documents, 318, 323, 324
Controls, challenges related to, 18
Cooper, Robert, 417
Coordination, communicating, 78
Corrective action, 26
Cost accounting, 386
Cost baselines, 357–359
Cost-benefit analysis, 67, 420–421
Cost/benefit quantification, 418
Cost estimates, 70–71, 158–161
Cost Estimate Validation Process (CEVP®), 

124–125
Cost performance

graphing, 348–349
measuring, 347–349

Cost performance index (CPI), 350, 355
Cost-plus contracts, 117, 212
Cost-schedule-quality equilibrium, 23–24
Cost-schedule-quality trade-off, 229–257

authority levels and, 229–230
business-case-level balancing, 242–247
enterprise-level balancing, 247–248
project-level balancing, 230–242

Cost/schedule trade-off table, 239, 240
Cost variance

calculating, 350
for identifying problems, 351–352

Cost variance percent (CV%), 350
Critical path, 168–171

Critical path analysis, 482
Critical path method (CPM), 20
Critical path tasks, 231, 355
Crosby, Philip, 241, 247
Culligan, Mike, 14, 315
Customer commitments, meeting, 255
Customer delays, 365–366
Customer groups, guidelines for dealing 

with, 50–51
Customer representatives, 50
Customers

communicating with, 317–318
funding by, 51
identifying, 49–50
information requirements for, 78
involvement in project management, 218
shifting work to, 248
stakeholder role of, 49–51
as team members, 44

Decision authority, managers with, 48–49
Decision making, 394
Decision modes, 267

of high-performance project team, 
290–293

Decision points, in the project life cycle, 27
Decisions, foundation for making, 25
Defining phase, of the project life cycle, 27
Definition checklist, 84
Definition Checklist template, 93–94
Delegating decision mode, 292
Deliverables, 68, 69–70, 320

controlling, 324
creating, 381
standard, 382
in the work breakdown structure, 

136–138
Delivery date, setting, 254
DeMarco, Tom, 240, 435
Derlacki, Walter, 97
Design-build-design-build approach, 245
Design step, in the product development 

life cycle, 28
Detailed budget, data sources for, 206
Detailed budget estimates, 205–213
Detailed design stage, in process 

redesign, 37
Detailed estimates, 196
Detailed planning, 39, 184
Detailed planning model, 493–501
Detailed project plans, 218
Detectability, of risk, 115–116
Development approach, choosing, 441
Development practices, 381
Diagnostic assessment stage, in process 

redesign, 36
Disaster recovery, 363–364
Disciplines, evolution of, 19–20
Distributed teams, 309

technology guidelines for, 315–317
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Documents. See Key documents
“Do it twice” method, 247
Downloadable Project Proposal, 432–433

Early finish, 165
Early learning, 446–447
Early start, 165
Earned value (EV), 351

graphing, 352–353
Microsoft Project support of, 491
project management and, 353
reporting, 349–357

Economic upheavals, project management 
and, xxi

Efficiency, planning for, 252
8/80 rule, 143
Elicitation, 405–406
“Encounters” project, 36–39
Energy, personal, 270
Enterprise-level balancing, 230, 247–248
Enterprise project management (EPM), xxi, 

11, 373–397. See also EPM entries; 
Project office

components of, 379–380
defining, 375–376
management tiers in, 377–379
people in, 387–388

Enterprise requirements, 402
Entrepreneurs, as project managers, 13
Environmental risk factors, 113
EPM model, 374. See also Enterprise 

project management (EPM)
management tiers in, 376

EPM processes, 380–383
technology in, 383–387

EPM system, interface to complementary 
systems, 386

EPM technology, 393–394
capabilities, 384–386

Equipment
allocating, 181
estimating, 212
special, 253

Equipment cost, 207, 208–209, 212
Equipment estimates, 159–160
eReads and reference, 472
Eric.Verzuh@VersatileCompany.com, xix
Escalation procedure, 79
Escalation thresholds, 356–357
Estimate at completion (EAC), 350
Estimates, 422–423. See also Estimating

challenges related to, 18
experience-based, 195
guessing at, 192
inaccurate, 199
negotiating, 195
padding, 193
vs. bids, 193

Estimate to complete (ETC), 350
Estimating. See also Accurate estimating

Golden Rules of, 201
without specifics, 192–193

Estimating techniques, 25–26, 197–206
lessons learned from, 214–215

Estimators
choosing, 194
professional, 190–191

Ethic standards, 471–472
Execution phase, of the project life cycle, 27
Executives, role in project management, 

5–6
Expectations management, 24
Expected value, 112
Expert authority, 64
Expertise, lost, 238
Experts, productivity and, 235–238
External constraint representatives, 

stakeholder role of, 51–52
External dependencies, 156–157
External equipment cost, 212
External labor cost, 212

Face-to-face meetings, 314
Facts, communicating, 318
Fast Foundation in Project Management 

forms, 10
Fast Foundation Stakeholder Analysis form, 

52, 54–57
Fast-tracking, 245
Fifth Discipline, The (Senge), 299
Finish-to-start relationships, 157, 158
Fires, fighting, 367
Fixed-phase scheduling, 243–245, 364–365
Fixed-price bids, 160–161
Fixed-price contracts, 116–117
Float

calculating, 167, 168
managing, 170
negative, 171, 172

Float analysis, 482
Focus, issues related to, 33–34
Forms, downloadable, 10, 432–433
Forward pass, 165–166
Functionality

product, 241
reducing, 243

Functional management, 45
information requirements for, 77–78

Functional managers, role in project 
management, 6

Functional requirements, 402–403
Function-driven firms, 30, 31
Funding, customer-provided, 51. See also 

Contingency funds; Reserve funds

Gaffney, John, 219
Gantt charts, 171–175, 177–180, 185

with Resource Spreadsheet, 496
with schedule progress bars, 344

Gap analysis, 417
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Gawande, Atul, 417
Global change, keeping pace with, 4–5
Global standards, 472
Global workplace, project management 

in, 5
Goals. See also Objectives; Team goal

agreement on, 61–62, 83
communicating, 275
importance of, 7
satisfying, 24
specific, 419

Golden Rules
of estimating, 201
of projects, 193–195

Government projects, 19–20
Government representatives, stakeholder 

role of, 51–52
Ground rules, 298
Growth industry, 6
Guide to the PMD Pro, A, 14

Habitat for Humanity, 303
High-performance project team, 260–304

collaborative problem solving in, 300
conflict management in, 294–297
continuous learning in, 298–300
decision modes of, 290–293
defined, 264
framework for building, 264–268
identity of, 275–279
job satisfaction in, 300–301
leadership of, 301–302
leadership responsibilities in, 268–272
listening skills of, 279–283
meeting management in, 283–284, 

287–290
positive environment for, 272–274

Historical records, investigating and 
creating, 107

Home Landscape Action Plan template, 
186–187

Hospitalwide process redesign, 36–39
How-to information, 9

Idea evaluation estimates, 196
Identity, of high-performance project team, 

275–279
“If it’s useful” rule, 143–144
Implementation stage, in process redesign, 

37
Influence, controlling, 53
Information

collecting, 405–406
organizing, 97
requirements for, 77–78
timely communication of, 79
transforming into requirements, 406
types of, 78

Information technology (IT) projects, xxi, 
434–453. See also IT entries

agile approach to, 442
best practices in, 439–442
business processes and, 435
challenges related to, 435–439
demand for, 437

Initial schedule, calculating, 165–175, 495
Initiation phase, of the project life cycle, 27
Innocent bystanders, stakeholder role of, 

52
Innovation

drive to, 2
managing, xxi
role of projects in, 1

Inputs, tools and techniques, and outputs 
(ITTOs), 470

Inside experts, using, 235–237
Insurance, 116
Integrated product teams (IPTs), 234, 254
Integrated schedule development, 254–255
Integration testing, 234, 236
Internal equipment cost, 207
Internal labor cost, 206–207
International Institute for Business Analysis 

(IIBA), 400
International Project Management 

Association (IPMA), 4
Interpersonal relationships, 266–267
Inter-project dependencies, 384
Interviewing, for identifying risks, 105
Issues Log, 313, 327, 336
Iterative development methodologies, 

403–405
IT project interfaces, 439. See also 

Information technology (IT) projects
IT project success factors, 11–12

Job satisfaction, in high-performance 
project team, 300–301

Johnson, Tony, 467
Judgment, suspending, 281–282

Key documents, 60–83
communication plan, 76–82
project charter, 63–65
project proposal, 82–83
responsibility matrix, 73–76
statement of work, 65–73

Key stakeholders, 42–59. See also 
Stakeholder roles

identifying and involving, 42–43
Kickoff Checklist, 315, 327, 329–330
Kissler, Marlene, 307
Klamon, Virginia, 36
Kliem, Ralph, 454
Known unknowns, 100, 118–120

Labor, task duration and, 164
Labor cost, 208–209

external, 212
internal, 206–207
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Labor estimates, 158–159, 206–207
Labor hours, reporting, 347–348
LaMure, Brian, 216
Large projects, failure of, 6
Late design, 251
Late finish, 165, 168
Late start, 165, 168
Law of diminishing marginal returns, 233
Leaders, as communication conduits, 306. 

See also Project leaders
Leadership. See also Team leadership

art and science of, 7–9
vs. processes, 9

Leadership opportunities, 62
Leadership responsibilities, in high-

performance project team, 268–272
Leadership styles, 270–272
Learning, continuous, 298–300
Learning in Nongovernmental 

Organizations (LINGOs), 315–317
Legitimate authority, 64
Leveled schedule, 499
Level of effort (LOE) tasks, 354
Limited resources problem, 228–229
Line management, 45
Listening skills, 266. See also Team 

listening skills
Lister, Timothy, 240, 435
Logical Framework Approach, 415–416, 

423, 424–431
as a communication/collaboration tool, 

428–431
example of, 429
origin of, 424–425

Logical Framework project plan, 431
Long-distance status meetings, 314
Longest path, 168
Lost expertise, 238

Management
communicating with, 317–318
stakeholder role of, 45–49
of volunteers, 367–368

Management by exception, 345
Management reserves, 120–121
Management style, participative, 312
Management support, 45–46, 62, 83, 

276–277
Management theory

portability of, 22
traditional, 18

Management tiers, 377–379
in EPM model, 376

Managers, questions related to, 49
Manhattan Project, 19
Marketing departments, as customer 

representatives, 50
Materials costs, 212–213
Materials estimates, 160
Matrix organizations, 30, 31, 32

McConnell, Steve, 145
Meeting Agenda, 327, 332
Meeting guidelines, 284
Meeting management, 266, 283–284

in high-performance project team, 
287–290

Meetings
behavior during, 273, 274
face-to-face, 314
individual status, 310
kickoff, 311
portfolio review, 463–464
project status, 311–314, 363, 364, 365, 

368
scheduled, 79–81
structure of, 283

Michelangelo, 20
Microsoft Project, xix, 474–492

best practice tips, 10
capability extensions of, 491–492
design of, 475–477
plan maintenance using, 487–489
plan management in, 479–482
reporting features of, 489–491
resource leveling using, 486–487
Resource Spreadsheet, 484–485
setting up, 477–479
task types in, 482–483
tutorials, 474
understanding, 475

Milestones, 156–157
Mini-analysis phase, 413–414
Mission requirements, 402
Modeling techniques, 406
Multiple-developer model, 221–222
Multi-project coordination, 394
Murphy’s Risk Management Law, 105
Mythical Man-Month, The (F. Brooks), 233

Network, time-scaled, 165, 168, 175, 
176. See also Computer network 
installation

Network diagrams, 154–155, 363, 365, 481
New product delivery, 6
No-damage challenge, 24
Noncritical tasks, 231

delaying, 182–183
Nongovernmental organizations (NGOs), 

14–15. See also PM4NGOs
Not-for-profit organizations, project 

management for, 303

Objectives, meeting, 394–395. See also 
Goals

Obstacles, 422
Off-the-shelf software, 160
Off-the-shelf technology, 386–387
Ongoing operations, 3

defined, 16, 17–18
vs. projects, 19
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Open task report (OTR), 312
Operation step, in the product development 

life cycle, 28
Opponents, stakeholder role of, 52
Order-of-magnitude estimates, 196, 

198–199
Organizational alignment, 276
Organizational culture, redefining, 37
Organizational structure, creating, 30
Organizational styles, 30
Organization chart, 72
OrthoSpot, 5, 13
Outside experts, using, 237–238
Outsourcing, 238–239, 248
Overallocation, 181
Overtime, inefficiency of, 250–251
Overtime labor, 239–241

Padding, of estimates, 193
Parametric estimates/estimating, 201–205

in computer network installation, 
217–218

high-level, 204
Parametric modeling, 204–205
Participative management style, 312
Patient management process, improving, 

36–39
Peer reviews, 146
People. See also Advocates; Customers; 

Executives; Experts; Government 
representatives; Innocent bystanders; 
Managers; Opponents; Personnel; 
Project managers; Sponsors; 
Stakeholders

allocating, 181
in enterprise project management, 

387–388
Peopleware: Productive Projects and Teams 

(DeMarco & Lister), 240–241, 435
Performance

product, 241–242
as a quality component, 23

Performance data, 195
Personnel

challenges related to, 18
overloaded, 437

Personnel capacity management, 462–463
Perspectives, including, 105
Phased estimates/estimating, 197–200, 

440–441
in computer network installation, 

216–217
Phased product delivery, 245–246, 248
Phase gate approach, 464
Phase gate development, 197
Pipinich, Rod, 303
Plan maintenance, using Microsoft Project, 

487–489
Planned cost, 350
Planned value (PV), 351

Planning, 7–8. See also Project planning; 
Planning process

change management, 319
components of, 101–102
detailed, 39
for ongoing risk control, 104
participative, 137–138
for small projects, 184

Planning Checklist, 215, 224–225
Planning model, 134. See also Detailed 

planning model
Planning phase, of the project life cycle, 27
Planning process, 97–98
PM4NGOs, xix, 5, 14–15
pm4ngos.org, 15
PMBOK® Guide, 469, 470
PMI resources/standards, 472. See also 

Project Management Institute (PMI)
PMI theory, 469
PMP exam preparation, 467–473. See also 

Project Management Professional 
(PMP)

guidelines for, 11
study tips for, 469–472

PMP exams, qualifications for, 468
Portable MBA in Project Management, The 

(Verzuh), xix
Portfolio bubble chart, 461–462
Portfolio categories, 457, 458
Portfolio experts, 459
Portfolio management, 12
Portfolio options, creating and selecting, 

461–462
Portfolio results, monitoring, 464–465
Portfolio review meetings, 463–464
Positive team environment, 266–267

building, 272–273
ground rules for, 273–274

PPM information, 459–460. See also Project 
portfolio management (PPM)

PPM sponsor, 459
Practice standards, 472
Predecessor table, 154–155
Preliminary design stage, in process 

redesign, 36–37
Probability/impact matrix, 112–113
Probability theory, 109–113
Problem analysis, 287–290

steps in, 288, 289
Problem/opportunity statement, 419–420
Problem-resolution thresholds, 357
Problems, clarifying, 417–418. See 

also Business problems; Limited 
resources problem; Project problems

Problem solving, 263, 295–296. See also 
Collaborative problem solving

in high-performance project team, 300
Problem-solving skills, 267
Processes, leadership vs., 9
Process redesign, 36–39
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Product delivery schedule, 23
Product description, 70
Product development life cycle, 28–29, 404

applications of, 29
vs. project life cycle, 29–30

Product development practices, 234
Productivity

increasing, 235–238
task duration and, 164–165
tools for, 248

Product-oriented structure, 33
Product performance, reducing, 241–242
Product requirements, approval of, 50–51
Products

controlling, 324
customer acceptance of, 325–326
subject to configuration management, 

323
Product scope

reducing, 242–243, 248
vs. project scope, 69

Product vision
agreement on, 398
evolving, 400–403

Professional responsibility, 471–472
Profit margin, reducing, 247
Program, defined, 377
Program evaluation and review technique 

(PERT), 20
Program management office (PMO), 378, 

391
Program/multi-project management, 376, 

377–378
Program organization, 31–33
Progress completion chart, 346
Progress measurement, 7–8, 26, 342–361

cost and schedule baselines, 357–359
earned value reporting, 349–357
measuring cost performance, 347–349
measuring schedule performance, 

342–346
with similar tasks, 345–346

Progress thresholds, 357
Project activities, documenting, 74
Project balancing levels, 229–230
Project charter, 27, 36, 47, 63–65

amending, 65
meanings of, 65

Project Charter template, 85
Project closeout, 325–326
Project communication, 305–306
Project Communications Management 

(Kliem), 454
Project completion date, revising, 183
Project constraints, 229
Project control, 26
Project coordination. See Enterprise project 

management (EPM)
Project definition, 25
Project delivery excellence, factors in, 6–7

Project environment, 16
skill requirements for, 22

Project groups, responsibilities of, 73–76
Project history, maintaining, 393
Project initiation, 11, 412–433

enterprise requirements and, 415–416
initiation process design, 422–423
principles for, 416–419
in the project life cycle, 413–415
proposal content, 419–422
skills and knowledge of, 415

Project investments, maximizing the impact 
of, 14–15

Projectized firms, 30, 31
Project leaders. See also Leaders; 

Leadership
roles of, 5–6
successful, 387–388
team building and, 261

Project-level balancing, 229, 230–242
Project life cycle, 26–27, 380–381

vs. product development life cycle, 
29–30

Project list, 460
Project management, 376, 377, 384
challenge of, 18–19
connection to other disciplines, 11–12
consistent approach to, 383
customer involvement in, 218
development of, 20
disciplined, 440
evolution of, 35
extending to social change, 14–15
as a formal discipline, 19–20
formalizing, 375
foundation principles of, 16–40
global change and, 4–5
in the global workplace, 5
growth of, 36
history of, 3
improving, 371–372
as the key to thriving, 2–15
leveraging, 13
need for, 16–18
for not-for-profit organizations, 303
organizing for, 367
as risk management, 100–102
as a strategic strength, 5–7
tools and techniques related to, 1
understanding, 12
in the work breakdown structure, 

144–145
Project management controls, 25
Project Management for Development 

Professionals (PMD Pro) certification, 
14–15

Project management functions, 25–26
Project Management Institute (PMI), 

4, 350–351, 467. See also PMI 
resources/standards
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Project management offices (PMOs), 5, 376, 
389–391, 441

scaling to projects, 396
Project management practices, 4, 381

differing, 381–383
Project Management Professional (PMP), 

xix. See also PMP exam entries
Project management software, 141
Project management standards, 14–15, 

392–393
Project management support, 388–396
Project management techniques, 9, 19, 

20, 373
popularity of, 28
topics covered by, 4

Project management templates, 314
Project management training, xix
Project managers, 4–5. See also Project 

management functions
career growth for, 395
decision authority of, 48–49
effect of organizational structure on, 

33–34
empowering, 79
increasing the value of, 83
industry-dependent aspect of, 21–22
information requirements for, 78
as leaders, 34
risk management and, 100–101
skills required of, 21–22
stakeholder role of, 43–44
success formula for, 24
supervising, 394
supplying, 395
support for, 8

Project office, 388–396
models of, 389–392
responsibilities of, 392–395
value of, 395–396

Project-oriented organization, 31, 32
Project oversight, 394
Project participants, polling, 326
Project plan, 363–364, 365, 366, 367

reviewing and approving, 47
steps in creating, 153–154

Project planning, 13, 25–26
Project portfolio management (PPM), xxi, 

376, 378–379, 395, 414, 441, 454–
466. See also PPM entries

benefits realization and, 464–465
components of, 455–456
as a decision process, 459–463
discipline of, 465
ongoing, 463–464
portfolio scope/goals, 456–457
purposes of, 455
stakeholder roles in, 457–459

Project portfolio summary, 384–386
Project priority issues, 33
Project problems, 362–369

customer delays, 365–366
disaster recovery, 363–364
fighting fires, 367
managing volunteers, 367–368
reducing time to market, 364–365
responsibility beyond authority, 

362–363
unrealistic demands, 366–367

Project proposal, 67, 82–83, 84
content of, 419–422
downloadable, 432–433

Project reestimation, 230–231
Project results, 17

monitoring, 464–465
Project risk, vs. business risk, 102
Project rules, 25, 60–62, 84

incorporating responsibility matrix into, 
76

Projects
bidding on, 6
breaking into units of work, 132–151 

[see also Work breakdown structure 
(WBS)]

characteristics of, 17
choosing among, 248
controlling, 259
critical questions related to, 426–428
defined/defining, 16, 17, 41
Golden Rules of, 193–195
as the new way to work, 3–4
organizing for, 30–34
outsourcing, 238–239
overlap with ongoing operations, 19
popularity of, 35
priority of, 47, 460, 461
redundant, 437–438
selecting, 420, 460, 461
support for, 38
understanding, 3
unpredictable factors in, 191
ways of organizing, 97–98

Project scope, 133, 421–422. See also 
Scope entries

activities beyond, 69
communicating, 275
controlling, 62, 83
understanding, 8
vs. product scope, 69

Project scope statement, 65
Project selection criteria, 461
Project selection estimates, 196
Project Server, 491–492
Project sponsors, 459. See also Sponsors
Project status, accurate, 445–446
Project status meetings, 81, 363, 364, 365
Project status reports, 386
Project success, sponsors’ role in, 47–48
Project success factors, 83, 98

achieving, 368
Project support office (PSO), 389

bindex.indd   515bindex.indd   515 13/10/11   7:40 PM13/10/11   7:40 PM

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



INDEX

516

Project teams. See also High-performance 
project team; Team entries

adding people to, 233–234
building, 133
communicating within, 309–317
dynamics in, 261
information requirements for, 78
stakeholder role of, 44–45

Project turnover memo, 326
Project value, envisioning, 423
Project Web App, 491–492
Public-sector projects, 50–51
Purpose statement, 66–67

Quality
agile, 447–448
defined, 243
planning for, 145–146

Quality expectations, meeting, 23
Quality Is Free (Crosby), 241

Radical Team Handbook, The (Redding), 
298

Ranking criteria, 420
Rapid Development (McConnell), 145
Realistic expectations, establishing, 229
“Realistic planning horizon,” 199
Realistic scheduling, 152–189

assigning and leveling resources, 
175–184

estimating work packages, 157–165
identifying task relationships, 154–157
initial schedule calculation, 165–175

Redding, John, 298
Reimbursable contracts, 117
Relationships, tracking, 378
Reporting, in Microsoft Project, 489–491
Reporting period rule, 143
Reports, hard-copy, 82
Requirement errors, 400
Requirements

approval of, 50–51
stakeholder agreement on, 399

Requirements capability, building, 410–411
Requirements documentation, 406
Requirements-driven program, 254–255
Requirements engineering, 11, 398–411

discipline in, 409–411
formalizing, 409–410
project management and, 399–400
requirements development activities, 

405–407
requirements documentation techniques, 

409
requirements management activities, 

407–409
requirement types, 400–403
scope of, 403–405

Requirements management, automating, 
410

Requirements performance, managing, 
408–409

Requirements step, in the product 
development life cycle, 28

Requirements techniques, matching to 
development approach, 410

Requirement types, 400–403
evolution of, 401

Reserve funds, 118
establishing, 103, 118–121

Resource constraints, 156, 161
Resource Graph, 488
Resource histogram, 182
Resource information, 477
Resource-leveled schedule, 179–180
Resource leveling, 175–184, 498

in Microsoft Project, 486–487
steps in, 181–183

Resource manager, 48
Resource peaks, 182–183
Resource requirements, forecasting, 182
Resources

deploying, 377–378
limited, 228–229

Resource spreadsheets, 177–178, 484–485, 
496, 497

Resource use visibility, 384
Responsibility

beyond authority, 362–363
professional, 471–472
project office, 392–395
shifting, 239
social, 471–472

Responsibility matrix, 47, 73–76, 84
steps in setting up, 74–76

Responsibility Matrix template, 91
Review board, in project portfolio 

management, 458
Reworking, risk of, 252–253
Risk. See also Probability theory; Risks

defining, 108–109
identifying, 103, 104–108, 121, 125
mitigating/reducing, 113–114, 

117, 126
monitoring, 114–116
predicting, 109–113
recording the consequences of, 108–109
strategies for dealing with, 113–118
transferring, 116–117

Risk acceptance, 114
Risk analysis, examples of, 110, 111
Risk Analysis template, 123, 128
Risk avoidance, 114
Risk log, 118, 119, 121
Risk Log template, 123, 129
Risk management, 26, 38, 99–131, 366, 

422, 440
project management as, 100–102

Risk management advantage, 100
Risk management framework, 103–122
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analyzing/prioritizing risks, 103, 
108–113

continuous risk management, 104, 
121–122

developing risk response plans, 103, 
113–118

establishing contingency/reserve funds, 
103, 118–121

identifying risks, 103, 104–108
Risk management strategies, recording, 

118
Risk management techniques, 101
Risk planning, 102
Risk process, introducing, 122
Risk profiles, 105–107
Risk reserves, 125–126
Risk response plans/strategies

categories of, 114–118
developing, 103, 113–118

Risk/return, 114
Risks

analyzing and prioritizing, 103, 108–113
checking for, 121
controllable, 117
discovering, 107–108
of outsourcing, 239

Rivera, James, 398
Roebling, John, 20

Safeco Field, fast-tracking, 250–253
Schafer, Bill, 13
Schedule analysis, 393
Schedule and budget development, 

101–102
Schedule baselines, 357–359
Schedule calculation, steps in, 165–175
Schedule crashing, 239
Schedule estimates, 70–71, 157
Schedule float, 231
Schedule overview, 422
Schedule performance, measuring, 

342–346
Schedule performance index (SPI), 352
Schedule pressure, 252
Schedules, estimating, 107–108
Schedule variance (SV), 352

calculating, 352
Schedule variance percent (SV%), 352
Scheduling, fixed-phase, 243–245. See also 

Realistic scheduling
Scheduling techniques, 25–26
Schmidt, Terry, 424
Scope, as a quality component, 23. See also 

Project scope
Scope creep, 14, 67–68
Scope management, 39
Scope statement, 67–69
Seattle Children’s Hospital and Regional 

Medical Center, 36–39
Self-assessments, 298

Senge, Peter, 299
Sequence constraints, 154, 156
Service contracts, 116–117
Services sector, process redesign in, 36–39
Shalloway, Alan, 442, 443
Single-developer model, 219–221
Skills

developing, 9
required of project managers, 21–22

Slack, calculating, 168
Small projects

impact of, 52
planning for, 184

Small Project Statement of Work template, 
89–90

Small tasks, usefulness of, 144
Small work packages, 363
Social change, project management and, 

14–15
Social responsibility, 471–472
Software

commercial off-the-shelf, 160, 386–387
engineering, 234
project management, 183–184

Software development, 234, 435
Software Engineering Institute, 107, 108, 

375
risk profile developed by, 113

Solutions, specifying, 420
Specification, 406
Sponsors, 363. See also Project sponsors

duties of, 47–48
importance of, 46
information requirements for, 77
support from, 276–277

Staffing cost, 207
Stakeholder Analysis form, 52, 55–57
Stakeholder expectations, realistic, 229
Stakeholder expectations management, 8
Stakeholder groups, documenting, 74
Stakeholder roles, 43–52

advocates, opponents, and bystanders, 52
customers, 49–51
external constraint representatives, 

51–52
management, 45–49
project manager, 43–44
project team, 44–45

Stakeholders. See also Key stakeholders; 
Stakeholder roles

coding, 74–76
communication among, 305–341
identifying, 389, 457
involving, 389, 416–417
leading, 34, 53
in project portfolio management, 457–45
risk assessments by, 113
risk information from, 104–105
satisfying, 53
in the statement of work, 71
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Standards. See also Conduct standards; 
Ethic standards; Project management 
standards

global, 472
practice, 472

Standards organizations, 4
Statement of work (SOW), 47, 44, 65–73, 

82–83, 84, 363, 364, 366, 367
content of, 66–72
revising, 73
writing, 72–73

Statement of Work template, 86–88
Status changes, communicating, 78
Status meetings, 311–314, 368

individual, 310
Status reports, 78–79, 327, 333, 366–367
Steering committee, in project portfolio 

management, 458
Strategic decisions, 13
Strategic goals, 465
Strategic Selling (Miller & Heiman), 49
Strategic vision, 269
Strategy planning, 456
Subcontractors, 149
Success. See also Project success

communication and, 305–306
definition and components of, 23
measures of, 71
sponsor importance in, 46

Success formula, for project managers, 24
Successful projects, 35

characteristics of, 7–9
foundation for, 9–11

Summary tasks, 133–136
in Microsoft Project, 479
meaningful, 140–141

Support, mentoring and consulting, 393
Systematic testing, 146

Task assignments, 327, 331
changing, 231–232
clarifying, 309–310

Task benefits, identifying, 237
Task cost, estimating, 482
Task duration, 157

estimating, 482
labor and, 164
productivity and, 164–165

Task information, 477
Task list, 133
Task relationships

identifying, 154–157
in project management software, 481

Tasks
in the work breakdown structure, 

137–138
noncritical, 182–183
open-ended, 142
sequencing, 494

Task types, in Microsoft Project, 482–483

Team building, 38, 261. See also High-
performance project team; Project 
teams

challenges of, 262
Team communication, 384
Team development, stages of, 270–272, 283
Team goal, 266
Team ground rules, 266
Team health, 269
Team identity, 266, 275–279
Team leadership, 267–268

responsibilities of, 268–272
Team learning, expediting, 297
Team listening skills, 279–283

teaching, 282
Team members

accountability of, 270
communication needs of, 309
concern for, 269–270
determining, 44–45
informing, 45
interdependence of, 301
relationships among, 272–273, 277–279
role in project management, 6
winning cooperation from, 307–309

Team process assessments, 285–286
Teams. See also Project teams

agile, 451
communication within, 309–317
creating experts within, 237
maturity of, 293

Team values, 273, 274
Teamwork arch, 264–266
Technology, 376

in EPM processes, 383–387
Technology conflict, 438
Technology expertise, 438–439
Technology guidelines, for distributed 

teams, 315–317
Templates, downloadable, 10
Temporary teams, 263–264
Thinking, focusing, 425–426
Time estimation model

creating, 222–223
multiple-developer, 221–222
single-developer, 219–221

Time-scaled network, 165, 168, 175, 176
Time to market, 364–365
Tools and Tips for Today’s Project Manager 

(Kliem), 454
Top-down estimating, 200–201
Top-down product design, 234, 235
Top-down scheduling, 254
Traceability, 408
Traditional management theory, 18
Training, organizing, 393
Transformation, managing, xxi
Transition tasks, 326
Transportation project example, 124–127
Trends, focusing on, 355
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Trigger events, 116
Tuckman, Bruce, 270, 279
Tynet, Inc., 216–218

Uncertainty
managing, 122
in product development, 197–198
reducing, 100

Underallocation, 181
Undertime, 241
Unit testing, 234
Unknown unknowns, 100, 120–121
Unrealistic demands, 366–367
Upward management, 8, 53
Use case specification, 402
User requirements, 402
Usvitsky, Vadim, 15

Validation, 406–407
Value, quick delivery of, 444
Variance at completion (VAC), 350
Vendor risk, 238
Vendors, managing, 148
Venture capital, 13
Verification, 407
Versatile Company, The, xix
VersatileCompany.com, xix, 10
Verzuh, Eric, xix, 398, 454
Volunteers, managing, 367–368
Voting decision mode, 291

Walkthroughs, 146
Washington State Department of 

Transportation (WSDOT) risk 
management project, 124–127

Webinars, 10
What-if analysis, 486
Work breakdown structure (WBS), 13, 

132–151, 479–480, 494. See also 
Work package size

building, 136–140
in chart form, 135
contractor/vendor-provided, 148
criteria for, 140–143
defining and understanding, 

133–137
deliverable-oriented, 147–148
earned value and, 354–355
for large programs, 147–148
organizing, 138–140
in outline form, 136
quality in, 145–146

Work breakdown structure guidelines, 
147–148

Workforce, project-based, 2
Work package estimates, 157–165, 

364, 494
reevaluating, 183

Work packages, 133–136
organizing, 138–140
small, 363
as subprojects, 148
task relationships between, 

154–155
as units of progress, 

342–343
Work package size, 143–145
World Vision International, 15

0-50-100 rule, 343–345
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