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" Detailed Schedule
'" Reference Code {RC)

"* Design Conference
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Design philosophy, Basis and Criteria
" Applicable Standards and Soft wares
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Appendix 1: Ten Focus Area of Project Success

There are many project management processes and techniques that can help your project be
successful. Although there are no guarantees, these tips will give you a better chance to be
successful.

1. Requirements. Make sure that your customer defines their requirements in depth. You need to know
exactly what must be delivered. Be specific, write them formally, and get them approved. This

document will become one of the baselines upon which to measure your success.

2. Scope. Define scope well. Get your sponsor approval for scope changes, making sure the sponsor

understands any schedule, budget or other impact to the project.

3. Stakeholders. Involve your stakeholders throughout the project. Get them involved in the analysis
and planning, as well as execution. Gain their approval when needed and keep them informed when
needed. The more you involve them, the greater their level of buy-in and the better you will manage

their expectations.

4. Duration. Keep your delivery timeframes short and realistic. It is easier to be successful if your
deadlines are shorter rather than longer. Split large projects into “mini-projects” if possible. Keep

each mini-project to less than six months if possible. This keeps everyone motivated and focused.

5. Communication. Make sure you keep everyone informed by providing the right information at the

right time. Produce status reports and run regular team meetings.

6. Quality. Understand the expectations of your customer in terms of quality and put a plan in place to

meet their expectations.

7. Issues. Jump on issues as soon as they are identified. Prioritize and resolve them before they impact

on your project. Take pride in keeping issues to a minimum.

8. Risks. Risk management is a great proactive way to solve potential problems before they occur.

Identify risks early in the project and continue to manage risks throughout the project.

9. Deliverables. As each deliverable is complete, hand it formally over to your customer. Ask them to
verify acceptance to make sure it meets their expectations. Only then can you consider each

deliverable as 100% complete.

10. Your team. Be a great people manager. Show them the project vision and how they can make it

happen. Motivate them. Trust and believe in them, Make them feel valued. They will work wonders.
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A B TYPE OR B | S I3 _
R MEETING ﬁr%am% -cmazmqs... @ﬁm@ ghﬂaspam §
INITIATE PHASE MEETINGS
Ideztion meeting Creative Gather participantideasand | *Tounderstandthe | * Statementofbusiness sValidated or *Facilitator
development | suggestions abouta business problemor |  problem orneed redefined problemor | *Potential project
specific topic withoutbeing | needalongwithits | » Descripionofbusiness need descriplion 8ponsor(s)
canstrained by artificial perceiveddrivers strateqy, vision (favailable) | *Listofcategorizedor | "Patential project
boundaries. Theideation | »Tocome upwith * Available markel customer |  prioritized manager
meeting allows for a free, possible strategies andcompetitor analysis brainstormedideas | *Line of business
unconstrzinedexchangeof | foraddressing the | * Listofindividualideasand | =Listof suggested stakehalder(s)
ideas and thoughts perceived business thoughts (if participants were | improvemenls o siarketing
tegarding a specific problemorneed askedtoprovideasample st |  strategies for represeniative(s)
business need or problem, prior fo the meeting) addressingthe need | *Subject matter
This may resultinthe » Ligtof high level predefined | or problem experi(s)
suggestions fornewor categories tospark wListof data neededto
improved features, conversation further assess the
products, services, supgestions
technologies, processes
andior organizational
structures,
Strategy meeting Creative Evaluate the proposed sTodetermineifthe | * Output from anyideation | sBusinessCagedraft | sFacilitator
development | business casewhile business case meetings sStatementoutlining | *Seniorexecutive(s)
reviewinganalysisofdata | warrants further *  Descriptionafbusiness howihe proposed | *Potential project
thateithersupporis ordoes | exploration straleqy, vision ifavailable) | projectsupparisthe | sponsor(s)
not supportthe supgested | *Tobegintoframethe | *  Data, reparts andather overarching business | *Potential project
business need. The business casein information neededto strateqy/vision manager
strategy meetingprovides | lightofthe assess thebusinessneed | *Formal sLine of business
anapportuaity for organization’s of problem recommendationto | stakeholder(s)
participants todetermineif { strategic vision move forward of
the suggested business cease wark oneflort
need fits withinthe
organization's' strategic
framewark and vigion.
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Project scope 9.2__% »__s... participantsfo e_sa. ~To clearly definethe | En: version o D Sn:ﬂ *Preliminary scope T »Facilitator
meeting development | outline the purposeand purpose forand case including proposed | = Potential project
objectivesoftheproposed | objeclivesof the = Business objectives and project pupose, 4ponsors)
efort The projectscope project targets projectobjectives, | «Potential project
meeting is ultimately held b | »To draftthe project | =Deseription of business assumpliong, manager
clearly define the anchor stope and phasing problemorneed constraints and = Potential product
pointsorscope that will of the effort «Notes from any preliminary phasing manager
frame the effort of work that spopediscussions «Line of business
| isaboutto be undertaken. =Output from ideaticnandior stakeholdergs)
strategy meetings
Project charter Uecision Prowide atorumfor oJo confirmihe sFinalized businesscase «Lonjirmation of « Faciliiator
concurrence making participantsto confirmand |  businesscase «Dataanalysisto supportthe | projectscope *Key executive(s)
meeling agree upon the scope, «To finalize the business case andcustomer | »Agreed-onpmject = Potential project
proposed purpose projectpuposeand | needscompletedi date charter document aponsor(s)
statement, objectives, and scope «Preliminary project scope «Approvallo formally | «Potential project
key projectdriversforthe | «To confirmthe key fund the effort manager
proposedeffort. An drivers of the project =Approvalio engagea | -Potential product
approved project charfer fromboth abusiness project manager manager
serves as the official and aconsumer =Lineof business
sanction or statof aproject |  perspective stakeholderfs)
and allows forcontinued =Marketing
planning, funding, and representative(s}
resource allocation.
PLal Prast MeennGs
Project planning Creative AllowiheProjectianager | »To confirmeore =Finalized Projeci Charfer «Agreed-upon istol | sFacilifalor
meetings development | to meetwiththoseidentified | projectieam +List of potential core and core teamand «Preject spomsods)
as partof the core project members extended projectieam extended project «Project manager
{eam (may need to meet «Toidentifyextended | member team members »Product manager
multiple times)to beginto projectteam »Notes fromall preliminary «Finalized kickotf =Lineof business
identify potential gubleans | members project pranning meetings meeting Agenda stakeholderfs)
and to align resourcea with | =To develop «Finalized kickoff *Techaology
theoverall purpose and presentation meeting presentation | representative(s)
scope of the effort based materials & agenda materials
upon the finalzed project for the kickoft
charter. meeting
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planning .Eam:o davelopmant nonnegotiabls key constraints, dapandancies koy dolivarablos *Projact sponsoris)
& Docigion | Supporttieofiort ua.n 180 | gifvorables andthe | sListof any outstanding »Liatof key »Projact manager
making M_ﬂ“%._h“nh ﬁﬁﬂaﬂ.“ﬂ.& maatings requived to tzmafine concems dolvarabla mostings | *Productmanager
" | cieate tho key =Proposed Bstof rolas and andtarget *Project managemant
dalverablas rsaponsibiltias complktion dates office
1epresentative{e}
Timetne craation Craative ADow e project&am 0 CIDK | To visually depact oLiat of all known agsumptions, | *Agreed upon project sFacilitator
maating davelopmant | tiraugh fokey project the sizo and time constraints, dapandencios milastone timafina =Psojact sponacifs)
ﬂ”«ﬂnw 95 wwm_m_ﬁwﬁqwu needadto complate | listof any schadukd aUpdated Est of sProject manager
forum for a0 participant to tha effort entarprioe apphication raloase uzg. sProduct managar
aiacusa conoAmE, sTo uncover dates constraints, *Sublpam ownsre
azumpbons, canehraint, unreakistic dates and | =High-$avel projact roadmap dopendenciay sLine of buginese
Aependencies and 0 ok at overapping sList of key delverablas *Timeline Rtionak stzkghoMarie)
patnfia miSgaSon shaixgin activitise sKnown resourcea »Liat of any »Marketing
b aveccams Emeinodiddiad »To idanfily kay outstanding timalne rapreaentativa(a)
e Rometmes Mismeeing | congtraints and concems =Tachnology
isheitin conjunconwih e | ganendancias repieaentative(o)
projectidciofl meeting).
Kickoli masting Information Provide an opportunty to *To raviaw the *Fmalzed busmesa case =Gonfinmed list ofcose | *Facildator
exchange ntroducae the effortto the finalzed businans vFinalzed psojoct charter and extendad projact | =Project sponsors)
cofe and extandad projact case «Propoaed baealine projact team mambara *Projoct manager
teammembera. Thie «To raviow the timaline =List of additional *Product managsr
maeting ganerally serves as | finalzed project *Projact background raaousces neadadto | *FyubleamOwnara
the official baginning of purposs and scopa piasantation mataniala (to join effort dua to sline of buginass
projsct maetings that =To toviaw the key peovide history and apocial expartias o atakehoMaria)
involve the core and drivers of the project background on work done to the area they =Marketing
extandad projact taam from a busineng and dats) ropragent repregentativale)
membars who il ba 3 congumer »Liat of potantial gybtpams and =Tachnology
1esponaibla for perapactiva. suggsatad teammambera repiesentative(s)
imphameating the project.
Lesaons kamed Craative Gather bast practices and *To ahare baat »List of individual idaas and sLassone bamed sFacilitator
mastings devalopment | idantify suggestiona for practices thoughts (if participants ware matix *Projoct aponzorfs)
improving ths piojact *To Mentify askedtoprovide 2 saample et | =Mitigation appioach *Psojpct manager
process. Theso maetings proceasgea that work prios toths meating} *Project managemant
shouki ba hak multiple well »Liat of high-kavel prodefined office
timaa throughout the *To identify categorias to apark rapreaentative{s}
projact Lfacycla. Providas suggestiona or waya converaation *Product managar
an opportunity to prioritize toimprove the =Léasong lhamed from *Subtsamowners
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andto davelop #n actioh p pravious project o *Line of buamsaa
plan for implamenting the may be applied to this pej stakeholdar{s}
auggestad improvements.
»Exacule Phase Heelings
ulas of g the mambars o “To cLarily the role *Conlumed Taf of cora and “Ro%a and “FIF
engagament nowly formad projsct team and seaponsibiities axtendsd projactteam reaponaibilitiss »Projsct managar
(core and extanded)} of eachtaam mambere matrix {RAC! chart: »Goro projactieam
togatherto 2gree on the mambat *Profiminary fist of potantial R =Reaponaibla
approach of how projact »To eatablish the projact roka (outpute from A = Accountable
dotumantation and alatus raporting planning maatinga) G =Consulted
communication wil be guidefinaa =Oraft of aubleamgroups and I =thtormod])
handlad during the course {fraquency, due teammambare »Schodulad standing
of the e of the projsct. dates, format, «Qutput from projact planning project mestings
This includes datarmining racipianta) & kickoHf mastings sFinalzed Bstof
the standing mesting =To agtablish gubleams and
schedulo, tha rolas and eacalation guidelines wubleam mambere
reapongibiltias of each {documant severty *Schadulad sutteam
teammamber, gtatua lovals, kay contacts) maatinga
repotting guidelines, «$Statue raporting
eacalation guidalines and guidelines
where and how to 2ccess
piojact documantation.
Projact status Provida an opportuntty for *To provide the etatus | ehdividual teammamber sGonaoldated atatus =FHF
maatings individual toamlsadars to of work completedto | setatue raports Gsting... raport to share with =Projact sponsoris)
give an update on the date o Accomplishmenta stakeholdars *Projact manager
curent statue of their «To identity activities | o Work scheduledbut not | +Uist of croge- *Product managar
piogress. that were schadulad complated functional ioeues and | *Projact cose ream
but did not occur ° laguas impacta sSub-teamowner
° “Roadblock™ items
‘Btakeholder review Provide atatus ot the »To provide cumant sConaolxdated status report *Ona-pager »Projact sponaoris)
meetings piograes mada to date, atatua and health of {from projact atatus moating} sLiat of atakehoklar sProjact managsr,
outfing koy ieguea,and ask the projact =Liat of “roadblock™ #ems that reachitions to PUF
for diraction tochar raquire stakeholdar/ “roadblock” toms eLina of businass
roadblocka preventing the axacutive daciaions sList of unranolvad atakeholdar{e}
projact from moving frward *r0adblock” iasues
Exacutiva overviow Provida z2n opportuntty for oTo provide cument “Ona-pager *List of exacutive sKoy execufva(s}
mastinga the stakehokars and status andheakth of sList of unrasclved resolutions to *Projact aponsor(e)
projact manager to maet the projact *roadblock” iseusa to “roadblock” tams *Prajact managar, PIF
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wilhi the exaculivas (o re gﬂd&l [~ gacalale to tho execulives Tor | *List o) quaationa Tos ._.Bo ol buginaas
gtatus of the progress mada paojactis oatrack dacipion projact team stakeholdarfa), if
to date, outfine key iasuea, with the ovarall mambere from sequired tobetter
and ask for dirattion to vigion of the executives undaratand the
claar roadblocks praventing axacutive team nauas
the psojact from moving To outline key rigks
forward. R ta very eimiar to andisvues facing
the stakeholarraview the project
maetings.
Risk ’antification Croative idantify and 288089 the "To idantity the »Liot of riske Wontried during *Prioritzed kst o sPUF
maetings davelopmant | high-lavel riake associated potentialriaks any of the Kay Daliverabla riske by seventy, »Projact apensor{a)}
with the projsct Some sumcunding the Mootings {analysis anddasign | probability of *Projact managar
areas of focus includs {but projactetiort maatings, busineas otcunance, and *Product managar
are not imited fo} cuatomer, | =To dantify the requiramants maetinga, datectability *Projact coie team
amployee, firance, cavases andimpacts technicaldazign, ={iigation etratagy *Sublaam owners
operation and market rigka, of thosa rigks implamantation approach, for identifiad rigks sLing of business
Amore indapth maeting *To agiee on the communication 2pproach, =}dantified “owner” to stakeholdar{s}
may includa dantifying al roquired actions and | training approach, and so on} monitor the »Markating
the ways a product or mitigation stratagy mitigation strategy raprasentative{a)}
piocass may fail
Teamdavakpmant | Coaching To ancouraga tha *To faview piojact »Projact acopa, purpose, »Confimation that sPIF
mseatings davelopmant of a cohasive goals objpctives projact goals ate in «Projpct spongoi{g)
teamand addieaa 2ny *To Wantify ways to *Taammember projact alignmant with *Projact managar
rozdblocks proventingteam | improve the group’a expenances overzll buginese »Core and extendad
mambara from baing exparience atratagy projact teama
effactive in their rolag. =List of roadblockse to
ba eacalatad
lndividual Coaching Roviow individual mlereels, | *Toreviewindividual | =hdividuals’ goals =Caroar davelopment | »Piojact managar
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Appendix 3: Kick off Meeting Checklist

Kick off Meeting Checklist

Project Name: Client:

Project Manager: = -~ R . Date:

Contract

[J | Received the signed contract

[O | Distributed copies of the contract and communicated key contract terms to the project team

Client Needs and Priorities

[0 | Documented and communicated client needs, priorities, and project goals to the project team

[0 | Benchmarked service expectations

[J | Prepared and distributed the Client Service Plan

Project Plan ) . ’ I

[ | Drafted the Project Management Plan and distributed copies to the team

] | Received the needed client-supplied and third-party project information

[] | Identified any significant constraints in terms of schedule, budget, or information needs

Team Member Roles ) ) - o ) s

[0 | Identified the Project Principal

[J | ldentified the project team, confirmed their availability, and defined their roles

[ 1 Defined points of coordination, communication guidelines, and decision pathways (communication plan)

Scope of Work

[0 | Developed the work breakdown structure (WBS) and shared it with the team

(7 | Identified the project deliverables, both interim and final, and established milestones

[7 | Made work assignments to both internal team members and subcontractors

[0 | Reached consensus among team members on the appropriateness of the scope & associated budget & schedule

Project Schedule .~ . s

] | Specified when each task and deliverable needs to be completed

[ | Established, and reinforced the importance of keeping, intermediate internal deadlines

[ | Discussed the interdependencies of certain tasks and identified critical path tasks

Project Budget

[] | Assigned task budgets (work hours) and confirmed understanding by team members

Project profit analysis performed by the project accountant

Fund of project

Cost control plan

OO0 d

Project overhead
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Projéct Rreviews . -

[0 | Completed the spread sheet to support EVA

O | Defined a preliminary project review schedule

1 | Communicated to the team the critical metrics and targets for tracking project performance
0 | Applicable standards

[ | List of documents

Quality Assuiran.c-e/Quality C(_mtrol. [ _ L

[1 | Completed a Quality Control Plan

Identified reviewers and asked them to provide input to the draft PMP

O

Established key review checkpoints and integrated them into the schedule

Project Administrative System - ,

O

Established project records management and retention procedures

0

Defined procedures for project filing and drawing maintenance

a

Specified the design standards to be used

Procurement and Subcontracting

[ | Defined a procurement and subcontracting strategy

O | Determined what input or associated deliverables are needed to support procurement and subcontracting
1 | Identified all client procurement and subcontracting requirements that might apply to this project
Change Management - . . - ) - -

O Established the procedures by which project changes will be identified, managed, and tracked (change

management plan)

[ | Reviewed change management procedures with the team, as well as relevant contract terms and conditions
R'iskManagemént'-m._ o : e T : e

[J | Project team collectively identified potential riské associated with the project

[0 | Developed action plans to mitigate those potential risks

Your Expectations As Project Manager L

[0 | Defined your expectations of the team regarding quality, commitment, cooperation, communications, etc.
Project Team's Expectations  ~ ~ ~ - e C o

O | Encouraged the team 1o share their expectations regarding communication, cooperation, recognition, etc.
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