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CHAPTER 1
What Is a Project?

fig. 1 WHAT SEPARATES A
PROJECT FROM A PROCESS?

| FINISH . I’ *
¥ 1%
— ? S
A PROJECT HAS A PROJECT INVOLVES A PROJECT DELIVERS
A FINISH LINE SOMETHING NEW A BENEFIT, BUT
NOT STRAIGHT AWAY
fig. 2 PROJECT/PROCESS CONTINUUM

Mainly WVETR1Y Al b
new tasks familiar tasks | familiar tasks

P 3 4

| |
PROJECT PROCESS

fig. 3 PROJECT MANAGEMENT TEST

> 10 Tasks > 2 People > 3 weeks

e Does your project have more than ten tasks?
* Does your project involve more than two people?

® Does your project need more than three weeks to complete?

PART | Project Management Overview



CHAPTER 2
Project Management Methodologies

fig. 4

MAIN METHODOLOGIES

PMI PMBOK, PRINCE2, and Agile

Some of the Agile

Some of the tools e e

included in PMBOK

(and there are many more than this!)

¢ (Ganttcharts e Acceptance Test-Driven Development

e Critical Path Method (CPM) (MDD.) _
_ _ * Adaptive Project Framework (APF)
® Program Evaluation and Review

Technique (PERT) * Antipatiern

s Backl
e Project initiation document (PID) s

e  Work breakdown structure (WBS)

¢ Burndown chart

e (adence
* Product breakdown structure (PBS) e Definition of Done (DoD)
e Critical tasks Extreme Programming (XP)
e Floating tasks and float e Kanban
e End-to-start dependencies (also start- ¢ New Product Introduction (NPI)
to-start, end-to-end, and start-to-end) e Outcome mapping

¢ Package Enabled Reengineering (PER)

Methodologies related to * Planning Poler

Project Management ¢ Product backlog

®  Product owner

e LEAN: Associated more with ¢ Rapid Application Development (RAD)
processes than projects, but very e Release train
useful and important * Scaled Agile Framework (SAFe)
e CRITICAL CHAIN PROJECT * Soum
MANAGEMENT: A variation of the * Scrumban
critical path method, suggested by *  Sprint
Eliyahu Goldratt e Story mapping
e SIXSIGMA: Associated more with ¢ T'Shirts_iZing
quality management than project * TestDriven Development (TDD)
management ¢ Timebox
e Userstory
e Velocity
s Waterfall

This table displays the daunting array of approaches.

PART | Project Management Overview



fis 5 THE EVOLUTION OF ()
PROJECT MANAGEMENT
KNOWLEDGE

Internet «——

Computers

PMI
Gantt started

PMBOK

(/(\

The Pyramids 1910 1930 1950 1970 1990 2010
TIME

fig. 6

COMPONENT PARTS OF PRINCE2

PRQJECT ENVIRONMENT

Business case

Progress Organization

PRINCEZ2 processes

PRINCEZ2 themes

PRINCEZ2 principles

PART | Project Management Overview
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fig. 7

PMBOK PRINCE2 AGILE
1. Define the project and Very
agree to start ves thorough Not done
2. List the tasks Yes Yes Yes
3. E'stlmate the costs and Yes Not covered A bit
times
4. Dependencies and critical Yes Not covered No
path
5. Speed up the plan Yes Not covered All the time
6. Gantt Chart Yes Not covered No
All the time
7. Plan resources Yes Not covered but only
short-term
8. Planforrisks Yes Yes Might do
9. Monitor progress against e
’ lan prog J Yes Yes except there
P isn't a plan
10. Monitor costs and Ves Not covered Consta_ntly
forecast total changing
11. Replan when necessa Yes Probabl Dl Ei |
- Rep "y y the time
. Very
12. Review Yes ek Yes

PART | Project Management Overview




Fairly or very clear spec at the start

SN WHEN TO USE PMBOK LITE WHEN TO USE AGILE

Specis unclear

Spec can be agreed on at the start with only
small changes, or definite separate initial
scoping phase or definite second “final
adjustments” phase

Customer won't know spec till after one or more
phases — iterative design process

Times and costs are estimate-able within a range

Task times and costs cannot be listed or
estimated

Fixed budget and/or fixed timescale which must
be achieved

Budget and timescale are not strongly defined

Most parts of the project depend on others so
things have to be done in the right order

Tasks / deliverables are parallel — minimal
dependencies

Plan is going to change only by small amounts
in a controlled way (signed for)

Plan is going to change a lot

PM is taking the risk - price is fixed, or increases
will have to be negotiated

Customer accepts the risk and is prepared to
pay for it

Large projects where cost forecasting is vital

Cost is low — doubling it won't be significant

Projects which have to be done correctly
from the start - later changes are much more
expensive, e.g. construction

Software projects where fundamental changes
can be made at any time

When you don't want a poor prototype to
tarnish your reputation

When you need to get a prototype out quickly

When the whole job needs to be delivered in
one successful lump, fully working from day 1

When it's OK to deliver the job in parts, starting
with the key parts ASAP

PART | Project Management Overview




CHAPTER 3
Define the Project — Step 1

fig. 9 THE IRON TRIANGLE

fig. 10 PROJECT TRADE-OFFS

EXPENSIVE /
\ . IMPOSSIBLE

PART | Project Management Overview
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QC. 1

Watch a short video on the
challenges of managing different
stakeholders.

PR

E3THE To watch the Quick Clip, use the camera on your mobile phone
-gl : to scan the QR code or visit the link below.

[w]2 : www.quickelips.io/pm-1 )

QcC. 2

;) hasie | Watch me explain key drivers in
SOy this short clip.

to scan the QR code or visit the link below.

®] 34 To watch the Quick Clip, use the camera on your mobile phone
o

.
x

Em www.quickclips.io/pm-2 )

fig. 11 THREE LEVELS OF APPROVAL

Project Initiation Document

Business Case

Project Brief

PART | Project Management Overview 1



fig. 12

fig. 13

CHAPTER 4
List the Tasks — Step 2

DELIVERABLE-BASED WBS FOR
BUILDING A HOUSE

Wi-Fi

STRUCTURE ROOMS UTILITIES
il
= ] — = b - o
2 = & = g 5 s 8 =
5 = = S s ¢ 2 =
= E = = = =
5 > ] S Q@ =
QDL B wy wvy
s 8 E §
G L o =
=] o L
g & %
2 © 3
U1l v f
STRUCTURE " 5 5 ; i
¢ Foundation 1
2
L ]
mrals N
* Roof A
5 Structure |
ROOMS 6 Foundation
- 7 Walls
* Kitchen 3 e
» Stove 9
» Heated Floor 10 Rooms | .
» Cupboards 11 |Kitchen |
G 12 Stove
» Lountertops 13 Heated Floor
* Bedrooms 14 Cupboards
* Bathroom 15 Countertops
16 Bedroom
17 Bathroom
UTILITIES .
e Electricity 19 Utilities |
20 Electricity
* Gas 21 Gas
® Plumbing 22 Plumbing
;s 23 Wi-Fi
o Wi-Fi 5
25
PART Il Mapping Out The Ideal Plan
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fig. 14 PHASE-BASED WBS FOR
BUILDING A HOUSE

DESIGN PURCHASING CONSTRUCTION  INSPECTIONS HAND-OVER
2 g g 2 g S S B S £
E < £ 5 2 g s = S 3
£ B = E E = 3 = £ = ©
> = = 5 2 >
2= =
= =

fig. 15 BUILD A HOUSE

Walls Built Roof On }----- - | Milestone (Noun)

|
Lay Bricks Assemble Lay Tiles --- Task (Verb)
Timber Frame

fig. 16 METHODS FOR ENSURING YOUR
TASK LIST IS COMPLETE

EXPERT \

BRAINSTORM

PART Il Mapping Out The Ideal Plan



fo. 17 OPTION 1:
SPLITTING TASKS BY EXTRA GRANULARITY

Fit carpets

!(—

Fit carpets

918 OPTION 2:
SPLITTING TASKS BY EXTRA GRANULARITY

Fit carpets

'(—

Fit underlay Fit carpets




QC. 3

I've made a short video on the
difference between bottom-up
and top-down planning.

To watch the Quick Clip, use the camera on your mobile phone
to scan the QR code or visit the link below.

www.quickclips.io/pm-3 )

PART Il Mapping Out The Ideal Plan
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CHAPTERS
Set the Running Order — Step 3

QC. 4

For a quick tutorial of the

sideways peeling method,
watch my short video.

W\CK C¢,

&

: To watch the Quick Clip, use the camera on your mobile phone
%#%E. to scan the QR code or visit the link below.
oK

(it
E&?_:_-_ﬁ www.quickclips.io/pm-4 )

fig 19 SETTING THE
RUNNING ORDER
WITH POST-ITS wanshe

/’7
Get

Recruit
F"“di“g Employess \
Market wate 7 = Sign 7 one
Research, —> Bufines lease pem
Cafe 7 ~\ 8
sy
Find Com
! puters
Pfemni?-s - /
Install
Oomputeri
Relurbish
Premifes

PART Il Mapping Out The Ideal Plan 16



fig. 20

fig. 21

fig. 22

RUNNING ORDER THAT’'S TOO LINEAR

Market Write Get Find Sign Returbish
Research, —> Bufinefs  — —> PremifeS —>  [le3fe >  Premises

Cale
o

Bay Install Recruil Make
(Omﬂnp;rj - Computeri — ,Emplovecg = Website £ Oreﬂ

Fundi-ng

RUNNING ORDER THAT’'S TOO PARALLEL

BIh’
Computers \
Initall
Cromputerl
write GQF
Business —— > Funding o
Cafe
Market Find Sicjn o
Refearch — 2  PremifeS — = lease —> ren
e Lecruit /
E'NFloq’eBS

BRANCHING FOR A PUBLISHING PROJECT

4 weeks 2 weeks
: Yes
Write . Need =~ Take —| publish
Article Photos Photos
No

PART Il Mapping Out The Ideal Plan 17



fig. 23

fig. 24

QcC. 5

FLOW DIAGRAM INFINITE LOOP

4 weeks 1 week
Write Show to » | Publish
Copy Editor | |fthe editor
" I is happy
I the editor is unhappy
CUTTING THE LOOP
4 weeks 1 week 4 weeks 1 week
Write . Show to Make . Show to | Publish
Copy Editor Changes Editor

O\CK ¢,

@o

Iy

Hlod

For a quick visual overview of the
difference between CPM and PERT,
watch my short video.

To watch the Quick Clip, use the camera on your mobile phone

to scan the QR code or visit the link below.

www.quickclips.io/pm-5

PART Il Mapping Out The Ideal Plan
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fig. 25

fig. 26 EXAMPLE OF TRAINING DAY AS
A MIX OF EVENTS AND ACTIVITIES

Talk about PRINCE2 and Agile
1:30 Hour(s)

> 9:30 Start

11:00 Start Coffee

Drink Coffee 15 minutes

11:15 End Coffee / Restart

Talk about Post-it notes
1:15 Hour(s)

3> 12:30 Start Lunch

Eat Lunch

45 minutes

1:15 End Lunch / Restart Course

Talk about Gantt charts
2:45 Hour(s)

4:00 Finish

PART Il Mapping Out The Ideal Plan 19



fig. 27 CRITICAL PATH METHOD (CPM)

P to U are activities

Pl — |[R|——|U

/ s weeks\ 4 weeks 2 weeks \

Start S > |Finish

\ 2 weeks /
Q T

3 weeks 3 weeks

PROJECT EVALUATION AND REVIEW
TECHNIQUE (PERT)

1 to 5 are events
Z
NS @ A
N o= 2%
o

@ t =2 weeks @ t =2 weeks @

QC. 6

For a quick video overview of CPM

made easy, watch my short clip.

\)\CK C{(o

To watch the Quick Clip, use the camera on your mobile phone

=
Eﬂ&g to scan the QR code or visit the link below.

IR oy "
Ell;.?'ﬁ www.quickclips.io/pm-6

PART Il Mapping Out The Ideal Plan



fig. 28 NEW BUSINESS PROJECT USING CPM

Make
Website Arrows indicate
8 what tasks come
Rectangles contain before what
tasks or activities other tasks
. Recruit
g Employees
Get
Funding
wite [~ 4 IN| s [
Market : Sign
Business Buy Open
Resiarch | case Legse Computers 0
! A\ Find | ke 2 | Install
, Prerztses \ Computers /
g _ 2

Double arrow Refurbish e -
(often shown as Premises .
red line) indicates 7 Time goes in
the critical path the rectangle

fig. 29 NEW BUSINESS PROJECT USING PERT

Make
Web5|te

Write
Business CWebsllte -
Case omplete
Y Fundm /
; Avallab Employees i
Target 4 Busmess jigase in P|a(9 “““““
Market Case S|gned
Known Done
Prem|ses Computers
v Located Bought
Market

Research
Find
Premises Refurblsh Premises
Premises Ready

fig. 30 EVENT FOCUS CAN BE ILLOGICAL

»"“A

Finish writing
a business
case and
start funding
the process

7 weeks Funding
— obtained

Start writing 4 weeks
a business —)
case

PART Il Mapping Out The Ideal Plan



fig. 31 PERT USING A START
OR FINISH PROTOCOL

Start writing 4 weeks Start funding 7 weeks
a business — process —_—

case

4 weeks Business 7 weeks Funding
—— case written — obtained

fig. 32 ACTIVITY-FOCUSED CPM IS MORE LOGICAL
b Write a Get funding
Usiness Case | w3
4 weeks 7 weeks
fig. 33 DEPENDENCIES SHOWN IN CPM
Top Refit
Undercoat — Coat => | Doorknob
3 hours 4 hours 30 minutes
N
FiniSh Addition of the arrow easil o
Bedroom indicates dependency i _ -Y\ Finished
~
Buy Fit Fit
Carpet = Underlay - Carpet

PART Il Mapping Out The Ideal Plan
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fig. 34 DEPENDENCIES SHOWN IN PERT

%
Qy

Start
Bedroom
N

Paint 4
—

Undercoat

Done

Carpet
Bought Fit
Underlay

Ready to
Lay Main

. Attach
ngt Screws! DooBknobs
Done n

fomaa
2 e

Carpet

EASY WAY TO ADD AN EVENT
TO A CPM DIAGRAM

fig. 35
Get
staff
Write a
. Buy
business | == premises
case
Build
website
fig. 36

PERT

Circles show events

Advertise

~N o~

—_— =3 | Manufacture

TN

Sell

CPM

Rectangles show activities

Activities are on the arrows

Arrows show what comes before what

Time goes on the arrows

Time goes in the boxes

PART Il Mapping Out The Ideal Plan




fig. 37 ANARCHY OF MIXED METHODOLOGIES
4

fig.38  CPM RECTANGLE ACTIVITY BOXES GONE MAD

Earliest Duration Earliest
start week finish week

Name of task

Latest possible | Float (earliest | Latest possible
start week minus latest) finish week

PART Il Mapping Out The Ideal Plan



CHAPTER 6
Put Estimates on the Tasks — Step 4

fig. 39 JOURNEY HOME BELL CURVE
°
2
§
2
1/2 hour 1 hour 4 hours

Time Taken

fig. 40 A WORK EXAMPLE
7
>
(]
=
3
(]
-
(-
(o]
} ™
(]
L0
£
3
e
2 weeks 8 weeks 16 weeks
Time Needed

PART Il Mapping Out The Ideal Plan 25



fig. 41 TWO TYPES OF TIME

> 3 hours

— 5 weeks

fig. 42 COMPLEX CRITICAL PATH EXAMPLE 1

9l2[11] [11]20[31] 313061 751 ]76]  [76J0.5]e5
Decide 1st Design Manufacture Hand Over
o Procjigguon —| Tooling || ®ohig |—— T T~ Test Run — b Production
23[14]25]  [25|14]45] (451475 75[0 76| [76]0 e
ES D EF
o[s]5] [s]al9]| [2]60l69
Finalize & Confirm | | Await
Authorize | 7] | Delivery Delivery
olo]s]| [5]o[9] [9]o]e9
LS F LF
527l [17]1]18] | [69]15]ns  [edf15[72]  [72] 375
|| Prepare | _[Drll Fndin.| ;| Unload & Level, Bolt | 2, | Allow Grout
Base Holds M‘?g;}ﬁg & Grout to Cure
56[51[68] [68[51[69] [69] 0 s | [os[0[72] [72[0[75
5|| 2 | / 7{15| 1, |715 Critical Path
nsall Finish
= [Primicery Wiiing
72l67[74 74]3.5]75

PART Il Mapping Out The Ideal Plan 26



fig. 43

fig. 44

COMPLEX CRITICAL PATH EXAMPLE 2

Week
1 2 3 4 5 6 7 8 q 10
—1—> 1. High Level Analysis
(M —Tb-d.Analysis of CoreModules
3)

6. Programming of Core Modules
8. Quality Assurance, Core Modules
(M 110.core Module Training (day 1)
3 5_Analysis of Supporting Modules

(2) » 7. Programming of
(3) Supporting Modules

Tr 9. QA Supporting Modules
————> 14 Detailed Training
11. Develop Accounting Reporting

12. Develop Management Reporting
13. Develop MS

(1)

2. Section of Hardware Platform

(1 day) ; ;o
) 3. Installation and Commissioning of Hardware
15. Documentation
(2)
F———5—>1 Critical Path Action Non-Critical Path Action
(2) (2)

COMPLEX CRITICAL PATH EXAMPLE 3

W
@, S

PART Il Mapping Out The Ideal Plan 27



fig. 45

fig. 46

fig. 47

FIND THE CRITICAL PATH

Make
Webhsite
8
Recruit
Employees
Get
Funding
. 4
Market BLY‘slir::sss ™ Sign d Buy
Resiarch Case Legse Computers
1 find |~ 2 I
Premises | Insta
6 \ Computers
Refurbish | 2
Premises
4
Make
Website
8
| Recruit
Employees
Get 8
Funding
: 4
Market Blﬂirllt:ss ™ Sign g Buy
R‘”?’Ch Case Legse Computers
1 Find |# 2 I
Premises | Jnsta
6 \ Computers
Refurbish |~ 2
Premises
4
Make
Website
8
| Recruit
Employees
Get 8
Funding
. 4
Market BLY‘;'ir:nt:ss ™ Sign g Buy
Resiarch Case Legse Computers
1 find |~ N2
Premises | nstall
6 \ Computers
Refurbish |~ 2
Premises
6
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fig. 48

fig. 49

HALF THE DIFFERENCE METHOD
(Ideal Contingency)

]
M 212 hours
g »
c ]
1
3
] ]
= ]
Y
o] ]
. [}
o |
. )
£ ]
3
z :
% hour 1 hour 4 hours
Time Taken
10 PERCENT METHOD

W ]
> |
Q
(= ]
5 '
0 ]
= ]
e <0
- i ]
; -y
g Add 10% :
z ;

Y2 hour 1 hour 4 hours

Time Taken

PART Il Mapping Out The Ideal Plan
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fig. 50

fig. 51

1:4:1 METHOD

v
>
)
=
5
o
>
°
o
0
=
-
2

¥ hour 1 hour 4 hours

Time Taken
30 60 240
x 1 x 4 x 1
30 + 240 + 240 = 510/6 = 85 minutes
Predicted Journey Time = 1 hour and 25 minutes
1:4:1 METHOD FOR
SYMMETRICAL DISTRIBUTION

7]
>
)
=
5
o
o
kS
o
0
£
-
2

Y2

X

hour 1 hour 1%2 hours

Time Taken

30 60 Q0
1 x 4 % 1

30 + 240 + 90 = 360/6 = 60 minutes

Predicted Journey Time = 1 hour
The calculation has added no contingency!
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fig. 52

fig. 53

CALCULATING CONTINGENCY

WORST EXTRA
TASK CURRENT CASE ADDED
MARKET RESEARCH 4 4 0
BUSINESS CASE 1 2 1
FIND PREMISES 6 10 4
SIGN LEASE (event) 0 0 0
RECRUIT EMPLOYEES 8 11 3
TOTAL 19 27 8
Makt_a
TOTAL DURATION = 23 WEEKS Wegs“e
Recruit
Employees
Get K10
Funding
. 4
Market Bﬂ{::ss 7 NI sign |7 Buy
Resuzarch | case Legse Computers
X2 IN| Fd |2 N 2
Premises N | Install /
X7 \ Comguters
Refurbish | /7
Premises
i
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CHAPTER 7
Crash the Plan — Step 5

fig. 54 SPREAD CONTINGENCY ALONG
THE CRITICAL PATH
Make
TOTAL DURATION = 23 WEEKS Wegs'te
Recruit
Employees
Get 10
Funding
Market Wiite |7 ‘ Sign 7
Research | = Bucs;r;sss LESSE Corggﬂters O%en
) 2 ~ Find > 2 | Install
Prergwes \ Computers /
Refurbish |~ 2
Premises
4
fig. 55 DOES CRASHING YOUR PLAN
CREATE A NEW CRITICAL PATH?
Make
Website
8
Recruit
Employees
Get
Funding
; 4
Market Write Sign 7
Res:arch Bug;rsm:ss Legse Con?:ﬂters 0%‘*”
2 Find ™ 2 | Install
Prerglses \ Computers /
Refurbish [ 7| 2
Premises
4
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fig. 56

YES, CRASHING THE PLAN
CREATES A NEW CRITICAL PATH

Market
Research
4

Write
Business
Case
2

Get
Funding
4

Make
Website
8

Recruit
Employees
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Find
Premises
7

Sign
Lease

Buy
Computers
2

Refurbish
Premises
4

/

Install
Computers
2

N\

Open
0
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fig. 57

fig. 58

CHAPTER 8
Gantt Charts — Step 6

SIMPLE GANTT CHART

GANTT CHARTS IMPROVE COMMUNICATION

A =Your task

B = Key date when something has been promised, e.g. decision, access, or approval to go ahead
C = "Your task is critical, don't let it run late.”

D ="There is some float on your task, so you have some choice about when you do it”

E = "This is why the project takes this long."
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fig. 59 GANTT CHARTS HELP TO BETTER
MANAGE RESOURCES

Crane being hired! ¥ Busy period!
X »>

N

\
Y

fig. 60 GANTT CHARTS HELP TO
MONITOR PROGRESS

- |
~ >
[ |
I
A =This task is not started yet, so we are running late on the critical path.
B =We're running late on a floating task, but there's just enough time to get it done before the deadline.

C = We are ahead on this task.

D = We're badly behind schedule on this floating task. It could cause the whole project to be delivered late.
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fig. 6 GANTT OF GANTTS

—

View of overall project progress Calculate loading profile for all planned projects combined
“The Past” “The Future”
Are we keeping up with the plan? Can we do what we want to do?

QcC. 7

For a quick recap on how to

leverage Gantt charts in your
project planning, watch this
short video.

To watch the Quick Clip, use the camera on your mobile phone

e
Eﬂm@ to scan the QR code or visit the link below.
B

www.quickclips.io/pm-7 )
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fig. 62

fig. 63

RUNNING ORDER FOR SETTING
UP NEW BUSINESS PROJECT

Make
Website
8
Recruit
Employees
Get 10
Funding
. 4
Market Blﬂir::gss g M Buy
Resiarch | Case Legse Computers
2 N R |2 N2
Premises | nstall
i \ Computers
Refurbish | 2
Premises
4
A A B C % E :
1
2 |Market Research
3 |Write Business Case Critical
4 |Find Premises JSall Path Tasks
5 |Sign Lease
6 |Recruit Employees
7 |Open
8
9 |Get Funding
1
1 Make Website
1 Buy Computers
1

O U bW NN = O

Y

|Refurbish Premises

Install Computers

PART IlI

\ll Floating
Tasks

Adjusting The Plan for Reality

N\

Open
0
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fig. 64

ADD THE DURATION OF THE PROJECT
ALONG THE TOP

A B [ F X
1 1 2 3 4 5 6 23
2 |Market Research
3 |Write Business Case
4  |Find Premises
5 |Sign Lease
6 |Recruit Employees
7 |Open
8 ea
9 |Get Funding
10

11 |Make Website
12 |Buy Computers
12 |Refurbish Premises

15 |Install Computers

16
fill Home [nsert  Pagelsyout  Formulas  Data  Review  View  Help @ Tell me what you want to do
Calibri n <& | = & - 2 wrap Tt General Goed Neutral Calculation
Pucte BCIPY B Iy~ Sy ElMeagesconter ~ | Tv % 0 @ 8 .. [impte ] Linked cei Nate
> Foumat Painter G = -7
Clpaoard I Fant 5 atgnmer = umber E =
Celis Rules. -
g - . Lo [ et oY
B2 b2
']
Select “"Greater
A B C D E F G H 1 J K L M N o P I n -
: Tl s el s el 7 e 9 i il Las s las >| [P ot Than” and this
2 |Market Research L2
.
3 |Write Business Case 1 b II
> W
B (35 Tt has Conaiee OX Will appear.
5 [sign Lease - —
Hew Rule... 7=
& [recrt Empioyees = FEPLES Select 0.
7 |cpen Clear Budes: >
8 Manage Rules... | Duphcate Values...
4 |Get Fending e _
10 More Rufes. U
11| Make Wabsite { 1 1 L { { | 1 { { 1 { 1 1 T | 4
12 | Buy Computers g
13 |Refurbish Framises - .
Grester Than i x
14
15 |Install Computers Format cells that are GREATER THAN:
16
= d T£] wan | Light Red £l with Dark ReaText [oe
1|
I [oe ]| canca
20| T T I

fig. 66

A B c D E E G H | J K /5 M N (o] P Q R 5 T U v W
1 | 1 2 3 4 5 & 7 8 9 10 11 12 13 14 15 16 17 18 18 20 2 2 23
2 |Market Research
3 |Write Business Case
4 |Find Premises
5 |sign Lease
6 |Recruit Employees
7 |Open
8 |
9 |Get Funding i I | | | | | 0
10
11 [Make Website | | | | | | |
12 |Buy Computers =g | | | | | | | T
13 |Refurbish Premises
14
15 |Install Computers

Greater Than T X

Format cells that are GREATER THAN:

(2] with |Fellow Fllwilh Dark Vellow Text | v

Cancel
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fig. 67

fig. 68

fig. 69

CRITICAL PATH TASKS COMPLETE

A A B C D E F G H | J K L M N 0 P Q R S T U v W X
1 1 2 3 4 S 7 2 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23
2 |Market Research 1 3 x 1
3 |Write Business Case 1 1
4 Find Premises il i 1 1 1 i il
5 |Sign Lease
6 | Recruit Employees 1 1 1 1 1 1 1 1 1 il
7 |Open
File Home Insert Page Layout Formulas Data Review View Help ) Tell me what you want to do
o
5"§ % Calibri 2 Wrap Text General =
3 Copy ~
Paste = v | B2~ LI ]
B Iu [ Merge & Center Hr % 2 |W A
Clipboard ml Alignment &l Kumber [ s
- - % L Bgttom Border
HESzic
F=_Top Border
Y1 ~ 5
Left Border
] Right Border
A [y e | c| o No Border A [ o P o] [ e R ] e e R R ¥
1| 1 2 3 ANl Borders 9 10 1 12 13 14 15 16 17 18 19 20 21 n 23
2 |Market Research L i
3 |Write Business Case [ Outgide Borders
4 |Find Premises [ Tnick Outside Borders S T R

5 [sign Lease .
6 [Recruit Employees -

7 |Open
8

Bottom Double Border

Thick Bottom Border

A Top angd Bottom Border
8 |Get Funding

10 I Top and Thigk Bottom Border »

X Add events 7
using cell
border

ADD A FLOATING TASK

Page Layout Formulas Data Review View Help Q Tell me what you want to do

= Smartart = IR EE n
% L i | B 0 Do | iy TR0 M | BB B

PivotTable Recommended Table | Pictur Visio Data Recommended ' pivotChart 3 Line Column W

4 PivolTables 3y add-ine = w0 ElPeople Graph Chats @ x - Map - Le

Tables Recently Used Shapes Add-ins Charts 5 Tours Sparklines
RS BNNOCOAL LR SO
E IR A N 4
AC29 * . > s
Lines
NEANLLLT oG s

‘i. A \Blc Re Line Arrow .K‘L\M!N.O‘P!Q!R‘SITIU.V:wlx ]
il 1 2 ooDbooonoo 10 1 12 | 13 14 15 | 16 17 13 | 19 20 2 22 23
2 Market Research 1 1 2
3 Write Business Case Basic Shapes
4 |Find Premises BOAMIOAOGOOO® 1 3 i 1
Siisign Lease ®©Go00rLZ o080 *
6 Recruit Employees E@HD@U W G (C ST 1 1 at 1 ik 2l 1 1 i 1
7 _Open P e o oa v E 3
8
L] ‘Get Funding 1 <+ 1 it "
10 fa
11 Make Website 7 L Must happen
léBuyCOmputeﬁ
13 Refurbish Premises uGet Funding" before the
:}Insmll Computers Iease i -gned
| must happen
n after the

These are floating
because they can
be started in week
7.8,9,0or10 and
still keep the
project on task.

business case

is written
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fig. 70

fig. 71

fig. 72

COMPLETE THE FLOATING TASKS

| A I 5 o 0 |
1] sl 2lala]ls | w2835
2 |Market Research 1 1 1 1
3 |Write Business Case 1L 1
4 |Find Premises L
5 SignlLease
6 Recruit Employees
7 |Open
9 |GetFunding - 1 1
10|
11 |Make Website
12 |Buy Computers
13 |Refurbish Premises
14|
15 |Install Computers
16

M| N | O P Q | R S [T u

|12 | 13| 24 | 35 | 16 | 17 | 18 | 19 | 20 |
1 1

FLOATING TASKS HANGING OFF
OTHER FLOATING TASKS

Critical Path

vV | w | x
21 2 2
T
h 4
. —
T

=

¥

«——| GetFunding |[———

Critical Path

Moveable
constraint g

Hanging
Ral off floater

¥

Make Website

IT'S THE MIDDLE CONSTRAINT
THAT MAKES THE DIFFERENCE

Critical Path

«——| GetFunding

Critical Path

Without this constraint,
they would simply be

sharing the total float

Make Website
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fig. 73

fig. 74

DATE FORMAT AND ALIGNMENT

A B C

b “’04,29 *

Market Research
‘Write Business C|
Find Premises
Sign Lease
Recruit Employes
_|Open

9 | Verticak:
10 |Get Funding
11
12 |Make Website

Horizontak

@~ o W g e (R =

Bottam

Justify distributed

| Text control
u omputers
14 |R r bi :p 0w text
s
4 |Refurbish Premis [ shrink to fit
15 ] Merge cells
16 |Install Computer|
4 Right-to-left
17 2
5 Text direction:
= Contest ~

20
21
22

2|
25
26

3 (] T ) 10 11 12
? X
,' Font Border Fill Protection
Orientation
=i b
™| Indent; +*
] . _‘[ _
== &
| o
|s5) £ g
+
s
&0 |= Degrees

27

ASSIGN TASKS TO PEOPLE/DEPARTMENTS

20 21
1 1
1 2k

1
AN

A B C BB IE F | G Hl s i
i ¥ & ¥ ¥ Y FY
27[ 1 2 & & | 51| 8 7| B
3 |Market Research Marketing Dept - Steven 1 1 1 1
4 _ilWrite Business Case] Marketing Dept - Steven 1 1
5 |Find Premises Operations Dept - Stella 1
G__iSign Lease CEO - Scott
7 |Recruit Employees |HR Dept - Lydia and John
8_I Open
g =
10 |Get Funding Finance Dept - Azam b
1

12 |Make Website

13 |Buy Computers

14 [Refurbish Premises
15
16 |Install Computers

17
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fig. 75

fig. 76

fig. 77

CALCULATE BUSY TIMES

File Home  Insert  Pagelayowt  Formulas  Data  Rewiew  View  Help G Tell me what pou want to do 5 Share
L1 aleSum ~ -
e Catei H s Genensl 8ad Gaod i Z st o O
| —_— = T Fi - <
P . ‘ Delete Farmat Sort . Find &
% : B rU-|Es | LA =H B
- 2-a- | = % | e o s
gt ] Fent ] ] Humbes = s cells Ediing
H: &>
Sum (Alt+=)
= - AR = i
Automatically add it up. Your tot
will appear after the selected cells.
A 3 i Ce ol e e |y e e e e e e ey e e nal e (e
P r A n > A N L
F T FTFET G FFFeTFT§
1 S S S S S S S S S S
2 1 2 3 4 5 & 7 E] 9 10 11 12 13 14 15 16 17 18 pL
3 |Market Rasearch  Marketing Dept - Steven 1 1 1 1
4 | write Business Case Marketing Dapt - Steven 3
5 |Find Pramisas QOperations Dept - Stalla 1 1 1 1 1 1
6 |sign Laase CEQ - Scott L 3
7 |Recruit Employees  HR Dept - Lydia and John 1 1 1 1 1 |
& |open
10|56t Funcing Financa Dapt- Azam | e Y T I —
n
12 |nake wabsite Graphics Dapt - Luly - Eood o, e —
13|Buy Computars  Operations Dept- Stalla " ! ! T
14 |efurbish Premises  Operations Dept- Will - R SO (I —— .
1 i
16{install Computers 1T Dept - Michasl T
bt

A B < 1] E £ |6 H ! AT s | O [ a P Q R 3 ik u O I ¥
& F A e I I T - - L A O -
: Sl B i N s R I e O A D A
2 1 2 2 4 5 6 7 & 9 U & § 12 13 14 15 16 | 17 | 18 |19 | 20 | A 2 22
3 |Market Research Marketing Dept - Steven 1 1 1 1
4 |Write Business Case Marketing Dept - Stevan 1 1
5 |Find Premises Operations Dept - Stella 3l, 1 ol il ik 1 it
& |sign Lease CEQ-Seott *
7 |Recruit Employees HRDept- Lydia and John 1 1 1 1 =, 1 a5 1 1 1
8 |Open ®
9
10 |Get Funding Finance Dept - Azam e 1 1 1 il >
11
12 [Make Website Graphics Dept - Lulu j— 1 A il 1 L 1 i —
13 |Buy Computers Cperations Dept - Stella — — 1 1
14 Refurbish Premises  Operations Dept - Will a— ik ik 1 1 \ T
15
16 [Install Computers [T Dept- Michael
17 1 1 1 1 1 1 1 2 2 2 2 1 1 1 3 3 3 3 3 3 2 El 2|
12 ’
G E F | G HEE SR L | M N | O P | Q R | § Y v [ W Y
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T T I FTIRNEI TNy
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3 & 8 g 8
4 | 6 2
5 15 5 15 5 10
6 L 4
i 20 15 2 2 2 2 10 10 g 6
8 <>
g
10 L (] 4 T
1
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fig. 78

fig. 79

fig. 80

CREATE A LOAD GRAPH
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| e B |

2-D Column % & X
Recommended Line Column Win/ Slice
Charts Loss
ﬂ-| D D ‘ D D Sparklines |
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fig. 81

QC. 8

ADD MONEY TO THE GANTT CHART

1

2|

2  Market Research

4 Writa Business Case
5 | Find Pramises

6 |SignLease

7 |Recruit Employees
8 |Open

10| Get Funding
12 | Make Website
13 | Buy Computers

14 | Refurbish Premises

1§_: Install Computers
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If you are especially visual and
would like to see me running
through this whole process on
video, then check out this clip on
making a Gantt chart with Excel.

To watch the Quick Clip, use the camera on your mobile phone
to scan the QR code or visit the link below.

www.quickclips.io/pm-8
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GANTT CHART WITH NO CRITICAL PATH

fig. 82
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fig. 83
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ONE BIG TASK

fig. 84
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fig. 85
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CHAPTER 9
Resource Planning — Step 7

QC. 9

G PasTT

For an overview of your options
when you don’t have enough
resources, check out this video.

CK ;
Bt oy

[E]3c5-[] To watch the Quick Clip, use the camera on your mobile phone
: to scan the QR code or visit the link below.

www.quickclips.io/pm-9

SCAN ME VISIT URL

fig. 87 IDENTIFY PEAK TIMES
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fig. 89

fig. 90

fig. 91

LOOK FOR BOTTLENECKS
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fig. 92
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THE RESOURCES CUBE

fig. 95
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QC. 10

Check out my short video on the
Gantt of Gantts.

To watch the Quick Clip, use the camera on your mobile phone
to scan the QR code or visit the link below.

www.quickclips.io/pm-10 )

fig. 97 CREATING A GANTT OF GANTTS
USING REAL FIGURES
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~ Format Paintei 3_1 4
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Using the “values” paste option

e allows you to paste only the copied
=l Y numbers and not the formula.
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fig. 99
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fig. 101

fig. 102

CHAPTER 10
Risk Planning — Step 8

RISK ASSESSMENT CHART

Description of project:

Risk Impact | Weighted If weighted factor > 5
Description of factor factor factor
escription (how (how (risk x Preventative Protective action | Risk x impact =
possible problem likely) seriolis) impact) action plan plan weighted factor
1-5 1-5 1-25 (reduce likelihood) | (reduceimpact) | after mitigation

RISK PLANNING FOR NEW BUSINESS

Description of project: New Business Project

Risk Impact | Weighted If weighted factor > 5
Description of factor factor factor
escription (how (how (riskx Preventative Protective action | Riskximpact=
possible problem likely) serious) impact) action plan plan weighted factor
1-5 1-5 1-25 (reduce likelihood) | (reduce impact) | after mitigation
MR throws up
false insight. & ? 4
Can't find suitable 4 5 20
premises.
Can't find suitable 3 5 15
staff.

RISK PLANNING FOR NEW BUSINESS

Description of project: New Business Project

Risk Impa(t Weighted If weighted factor > 5
Descrintion of factor factor factor
scription o (how (how (risk x Preventative Protective action | Riskximpact=
possible problem likely) serious) impact) action plan plan weighted factor
1-5 1-5 1-25 (reduce likelihood) | (reduce impact) | after mitigation
MR throws up
false insight. & & 4 N/A
, ) Ensure home
Can t_ﬁnd suitable 2 5 20 working A4x1-4
premises. o
capability.
Engage
Can’t find suitable recruitment 7
staff. 8 9 15 consultant to Ix5=5
pre-select.
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fig. 103

fig. 104

LOOPS IN THE PLANNING STAGE

1. Define the Project I
2. Listthe Tasks € Add tasks == Plan is
over on
3. Create the Running Order €= New critical path = time or
. budget,
4. Add Estimates still okay
5. Crash the Plan to go
ahead?
6. Create the Gantt Chart Risky:
. still want
7. Resource Planning to do it?
8. Risk Planning i
9. Monitor Progress

10. Monitor Costs
11. Modify the Plan

12. Review

LOOPS IN THE IMPLEMENTATION STAGE

Define the Project
List the Tasks
Create the Running Order
Add Estimates
Crash the Plan €
Create the Gantt Chart €

Resource Planning

Risk Planning Running late
or over budget
= replan

W o N s b=

Monitor Progress
10. Monitor Costs
11. Modify the Plan

12. Review
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fig. 106

CHAPTER 1
Monitor Progress — Step 9
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fig. 108

CHAPTER 12
Monitor Costs — Step 10

Plan Actual Accountants

to date to date are saying Gantt
7772,
$500K $720K “Disaster!” 7777/
/1Y [

Real situation

Slightly ahead but very overspent. Looks bad, but may not be quite as bad as it looks if the
overspend is due to being ahead of schedule. May be OK if time is the key driver.

Plan Actual Accountants

to date | to date are saying Gantt
659999‘/
$500K $650K “Over budget!” 77777
/7
/1 V.

Real situation

The overspend may be because the project is nearly finished. May come in ahead of time and
under budget, although this is very rare. This scenario should make you wonder if the quality is
OK and if your estimates were correct.
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fig. 110

fig. 111

Plan Actual Accountants

to date to date are saying Gantt
/Y .
"Slightly over
3300 $350K budget” A
7/ |

Real situation

Indicates "project creep,” which is common. Worse than it looks because the overspend is partly
hidden by lateness. The project is only a little bit late, and only a little bit overspent, but these
combine and multiply!

Plan Actual Accountants

to date to date are saying Gantt

/Y

$500K $500K “Spoton”

N F
D

Real situation

Spentto plan but done less than planned, so the project is both late and over budget. This looks
better than it really is and is hard to spot. Nobody will know there's a problem until the end.

Plan Actual Accountants

to date to date are saying Gantt

/1Y,

$500K $450K "Good”

Real situation

Time to dust off your CV! Although you've underspent, the project s significantly behind
schedule, which means that it will be significantly overspent by the end. This is a total disaster
although it's invisible to the accountants.
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fig. 112

QcC. 1

QC. 12

Plan Actual Accountants Gantt
to date to date are saying
/1Y »
$500K $410K "Very good!" 777

/A |

Real situation

You've spent less but also done less than planned. Check that the work you haven't done is not

something expensive. And you probably have the option to use some of the spare money to
crash some tasks and make up some of the time, if you want.

Project Management 10
Watch a short video on the
various visual ways financial
o\)\CK c(4o information is presented.
To watch the Quick Clip, use the camera on your mobile phone
e P, y P
E?E':EE. to scan the QR code or visit the link below.
Rk
-EE‘___ www.quickclips.io/pm-11 )
Watch a short video recap on why
Gantt charts are so essential.
\CK e = = i
=S4 ‘ e e e |
. I S—

E3THE To watch the Quick Clip, use the camera on your mobile phone
- :tl-il‘- : to scan the QR code or visit the link below.

www.quickelips.io/pm-12 )
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fig. 113 PLAN RECOVERY

GET BACK REPEAT THE FIRST
TO PLAN PERFORMANCE

PROJECT BAD

SO FAR

PROJECT GOOD
SO FAR

fig. 114 SPI1 FOR LINEAR PROJECT

@
;

$2,000
$2,000
fig. 115 SPI FOR NONLINEAR PROJECT
_ Today
7/,52,0007/ 5
7/,52.0007/, 5
$8,000
$2,000
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CHAPTER 16
Top Ten Mistakes You’ll Now Avoid

Watch my short video on the
problems you don't want to
experience during your project.

E’i';?.“-'El To watch the Quick Clip, use the camera on your mobile phone

- .-'?_'l-_ﬂ_u_ to scan the QR code or visit the link below.
i E Ty
[=]

it
?_:_,A_‘E www.quickclips.io/pm-13

)
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CHAPTER 17
Remember the People Side of Project Management

fig. 116 FOUR TYPES OF MEETINGS
60 -
o Too Expensive!
& g
=
a 2
- =
o =,
5 £
2
g 15 -
2
6 -
Problem Solving
| | | |
10 1 3 2
Minutes Hour Hours Days

QC. 14

Watch a short video on the four
types of meetings.

To watch the Quick Clip, use the camera on your mobile phone
to scan the QR code or visit the link below.

www.quickclips.io/pm-14 )
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QC. 15

fig. 117
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Watch a short video on the top
three skills of a project manager:
listening, delegating, and thanking.

To watch the Quick Clip, use the camera on your mobile phone
to scan the QR code or visit the link below.

DELEGATION OPTIONS

www.quickclips.io/pm-15

)

"Check before”

Your team has to check
with you before they

“Report after”

Your team keeps you informed
every time they do something,

“Free to act”
Your team just
gets on with it

do anything or with a weekly summary

“Consult” OPTION 1 OPTION 3

You do the OPTION 2
planning, but you Not Recommended Not Recommended

show itto yourteam
“Share”
You plan the Shined 6 OPTION 5 OPTION 6
project together Not Recommended
“Delegate”

You let the team OPTION 7 OPTION 8 el
Not Recommended

do the planning
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fig. 118 FREEDOM

* No reporting or measuring.
= 3=
T— —r

¢ No reporting, but there's a budget you can monitor.
e Report to me if you fall behind or come across a problem.

¢ Report to me at the end of the current part of the project.
(Could be several months)

® Report to me once a week. (If the person is fairly new but the
project is easy, or if the work is difficult but the person is
experienced)

® Report to me every day. (This would be for short or risky
projects, perhaps if the person was relatively new and the
work was difficult.)

¢ Show me your daily task “to-do list” to make sure that I'm happy
with what you're working on.

CONTROL
QC. 16
Watch a short video on how best to
influence different types of people.
\CK C, i
o~ | e

Eh.“ Ol To watch the Quick Clip, use the camera on your mobile phone
Y = to scan the QR code or visit the link below.
Gefsdrs —

=1L www.quickclips.io/pm-16
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fig. 119

THE KUBLER-ROSS CHANGE CURVE

Morale and Competence

A Denial
Disbelief; looking for -
evidence that it isn't true "
, -
Erustrati s | Integration
- Rrus ration h ,’ Changes integrated;
O\ e_cognltlcm_t at / a renewed individual
) things are different;
Shock ‘\ sometimes angry ! .
Surprise or + | Decision
shock at b . "’ Learning how to work
the event \\ ] epresmz'n , | inthe new situation;
\ ow mood; feeling more positive
\ lacking in ’
/
‘oo | seYY + | Experiment
N -7 Initial engagement
T with the new situation
>
Time
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fig. 120

THE FIVE WHYS

Why did that
mistake happen? Answer
(Don't reprimand the Because the data on the system was incorrect

person who made it!)

Why was the

data incorrect? Answer

Because it wasn't checked when it came in

(Donfjus: pur the from the supplier

data right)

Why wasn't it
checked?
(Don'tjust put someone in

charge of checking from
now on)

Answer
Because it's nobody’s job to check it

Why wasn't
someone
assigned to it?

Answer

Incoming data wasn't regarded as part of

= _ the system
(Don'tjust assign someone)

Why not? Answer
- . We didn't really think about assigning roles to
iE:Zyt S{[l;:;dd ki checking data, it wasn't on our list of tasks at the

start - but it will be for all projects from now on!
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o IDEAL TEAM MIX

Detail Stayer

Organized Networker

Creative Caring

Time-Focused Commmunicator

Critic Big Picture
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CHAPTER 19
Careers in Project Management

Watch my short video for more
thoughts on career strategies.

to scan the QR code or visit the link below.

VT
[=] www.quickclips.io/pm-17 )

EFTHE To watch the Quick Clip, use the camera on your mobile phone
DAL
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QcC. 18

CONCLUSION

OQ\CK Cf,:o

Watch this video walk-through
of the 12-step process.

to scan the QR code or visit the link below.

To watch the Quick Clip, use the camera on your mobile phone

www.quickclips.io/pm-18

)

You can also watch my 12-step project management process explained
with a dash of humor in a showstopping five-minute rap song!
(clydebankmedia.com/PM-19)

CONCLUSION
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GLOSSARY

Accrual Accounting

A system of accounting that includes
not only money that has been received
and spent, but also what is due to come
in and scheduled to go out. It offers

a more accurate picture of the likely
longer-term financial situation than does
cash accounting, which does not include
scheduled payments and receipts. (See
also Cash Accounting.)

Agile

A collection of principles used in project
management, focusing on small, workable,
incremental delivery. The requirements,
plans, and results are evaluated and
reevaluated continuously. This helps the
Agile team to respond quickly to changes
either inside or outside the project.

Agile Manifesto

A set of principles and values embodying
the Agile process, created in 2001 by a
group of software developers.

Arrow Diagramming Method

(ADM)

A schedule network diagramming technique
where scheduled activities in a project are
represented by the use of arrows. ADM

is essentially another name for project
evaluation and review technique (PERT).

Association for Project
Management (APM)

The UK equivalent of the US-based Project
Management Institute. It is the only
chartered body for the project profession,
with over 35,000 individual members and
more than 500 organizations participating
in its Corporate Partnership Program.

Basecamp

An online project management platform
that allows for sharing of updates and
progress with team members.

Business Case

The justification for a proposed project or
undertaking on the basis of its expected
commercial benefit.

Cash Accounting

A system of accounting that includes
money that has been received or spent,
giving a definite picture of an organization’s
finances at any given moment—but not
including scheduled or committed spend,
or monies due to be received at a later
date. (See also Accrual Accounting.)

Certified Associate in Project
Management (CAPM)

A project management qualification, one
step down from Project Management
Professional (PMP). Both are issued by the
Project Management Institute (PMI) but
achievement of CAPM does not require
proven project management experience.

Change Request Form

A piece of paperwork that officially
indicates a change being made to the
parameters of a project. Whenever a
stakeholder makes this kind of change, the
project manager should insist on a signed-
off change request form so that everyone
knows and understands the ramifications
of the change (more cost or time) before
they occur.

Communications Plan

A plan that clarifies how and when
stakeholders are to be kept updated on
the progress or problems of a project. It is
always wise to agree on a communications
plan at the start of each project or once a
project has been approved.

Contingency

Extra time or money that is deliberately
added to tasks, especially those on the
critical path, to allow for a margin of error
in the estimates and therefore to help keep
the project on track.

Cost Performance Index (CPI)

A method that allows one to forecast
changes to cost based on the actual costs
incurred in an earlier part of the project.
CPI is calculated by dividing the actual cost
by the planned cost.

Crash the Plan

The process of reducing time or cost
in a plan to better meet stakeholder
aspirations.

GLOSSARY

Critical Path Analysis (CPA)
See Critical Path Method.

Critical Path Method (CPM)

Also known as critical path analysis (CPA).
A project management methodology that
allows one to identify the amount of time
necessary to finish each task and therefore
identify the critical path through the
project. The critical path is the shortest
time or most realistic time in which the
project can be completed.

Dependency Chart

A visual illustration of the chain of
dependencies that must occur for a project
to be delivered—essentially another name
for a network diagram.

Dynamic Systems Development
Method (DSDM)

A technique using eight principles to direct
a team and create a mindset of delivering
on time and within budget. Principles
include focusing on the business need,
delivering on time by timeboxing work, and
emphasizing collaboration with end users,
team members, business representatives,
and other stakeholders.

Earned Value Analysis (EVA)

A calculation that reveals whether a project
is within budget and on schedule at a given
moment. It takes into consideration the
work that has been accomplished and the
costs incurred so far with respect to the
original budget and schedule.

Endowment Effect

A concept from behavioral economics
referring to the emotional bias that causes
individuals to value an object they own
more highly than its market value. Human
beings like and are more engaged with
things they had a hand in coming up with
or creating.

Excel

An easy-to-use spreadsheet program that
can make fabulous Gantt charts too. Part of
the Microsoft Office suite of products.
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Extreme Programming (XP)

A software development methodology
whose goal is to deliver software as
needed, when it is needed. It has short
development cycles, focusing on the needs
of today rather than those of the future,
sometimes called the “You aren’t gonna
need it!” or YAGNI approach.

Feature-Driven Development
(FDD)

An Agile methodology consisting of five
activities: the development of an overall
model, the building of a feature list, the
planning by feature, the designing by
feature, and the building by feature. FDD
is scalable even to large teams due to the
concept of “just enough design initially”
(JEDI).

First Kick-Off Meeting

The initial meeting between the
stakeholders and the project manager

in which the stakeholders outline the
desired outcome of the project. The project
manager must then determine whether

it’s possible to deliver the project within
the parameters that the stakeholders have
asked for.

Flow Diagram

A specific type of activity diagram (also
known as a flowchart) that communicates
a sequence of actions or movements within
a complex system. Similar to a network
diagram, but network diagrams can’t have
branches or loops.

Gantt Chart

A horizontal bar chart showing the start,
finish, and duration of each task in a
project; can also show the dependencies
between tasks. Popularized by American
engineer Henry Gantt in 1910. Gantt charts
take project visualization up a notch from
the network diagram.

Gantt of Gantts

A Gantt chart that shows, on one page,
the resource profile of all the projects a
business or department is undertaking. It
allows the boss to see at a glance where
each project is against expectations.

Granularity

Fine detail. In projects, it relates to how
far each task needs to be broken down in
the planning process. Each identified task
should be able to be broken down enough
so that either one person or one team can
be responsible for that task.

Iron Triangle

The combination of the three major
constraints on any project: time, money,
and quality. It is impossible to deliver a
project quickly, well, and cheaply; there
is always a trade-off. Two of the three are
possible, but something has to give.

Kanban

A workflow management method for
defining, managing, and improving services
that deliver knowledge work. It aims to
help one visualize their work, maximize
efficiency, and minimize work in progress
and therefore throughput times.

Key Driver

The factor in a project’s iron triangle of
money, time, and quality that outweighs
or is considered more important than
the others by the project owner. It is the
criterion which, if not met, will cause the
project owner to consider the project a
failure.

Lean

A way of thinking about a project that is
focused on creating added value with fewer
resources and less waste. Also, a practice
consisting of continuous experimentation
to achieve perfect value with zero waste.

Managing Successful Programs
(MSP)

A best-practice program management
framework. When an organization
undertakes a large, complex
transformational change program, it uses
MSP to break down the overall change into
smaller, more manageable interrelated
projects.

Microsoft Project

Project management software that must
be purchased in addition to the usual
Microsoft Office suite of Word, Excel, and
PowerPoint.

Minimum Viable Product (MVP)
The minimum workable offering of a new
product or service that can be tested in
the market and fine-tuned. If customers
buy and like the MVP, then the business
knows it’s onto a winner.

Monday.com

A cloud-based work operating system
where teams create workflow apps to run
and share their processes, projects, and
everyday work.

GLOSSARY

Monthly Monitoring Form

A management tool in the form of a one-
page summary of all the projects going on
in a business at any one time. Outlines the
name of each project, the progress, and the
spend to date.

Network Diagram

The visual representation of a project
showing what needs to be done in what
order by when. The term originates in
computing, where a network diagram would
visualize a computer network, but its use
has extended to other areas, including
project management.

PMBOK

An acronym for Project Management Body
of Knowledge, also sometimes called the
PMI recommended process. First published
by the Project Management Institute

(PMI) in 1987. PMBOK is the collective
accumulation of proven knowledge about
project management over the last 100
years.

PMBOK Lite

The author’s slimmed-down version of
PMBOK. It is the 12-step process outlined
in this book, all one really needs to know
about project management to deliver any
project.

Post-Project Review

A review that takes place a couple of years
after the delivery of a project to assess
whether or not the project delivered its
expected or promised benefits. Doesn’t
usually involve the project manager but
rather senior management and the project
owner.

Precedence Diagram

An illustration where activities or tasks in
a project are displayed graphically as boxes
(which can also be referred to as nodes).
The activities are then linked together via
a line or arrow that represents the logical
relationships between tasks.

PRINCE2

A highly structured project management
methodology originating in IT projects

in 1989. Designed to cover all types of
projects, although it still has a distinct IT
flavor.

PRINCE2 Foundation

An organization that assesses whether a
candidate can recall and understand the
PRINCE2 project management method.
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PRINCE2 Practitioner

A certification that confirms one’s ability to
apply understanding of the PRINCE2 project
management method in context.

Product Breakdown Structure
(PBS)

A hierarchy like a work breakdown
structure (WBS), only instead of activities it
shows outcomes or deliverables. The final
product is at the top, with all that’s needed
to make that product outlined underneath.

Project Brief

An outline of the purpose of a project;

it communicates that purpose and the
agreed-upon approach so that everyone on
the project team is on the same page.

Project Evaluation and Review
Technique (PERT)

Another way to create a network diagram,
only instead of focusing on tasks and
activities as CPM does, it focuses on events
and deliverables. Also known as “activity
on arrow” and occasionally as arrow
diagramming method (ADM).

Project Initiation Document (PID)
A detailed plan for how a project will be
executed. The PID outlines what, why,
how, who, when, and how much, but in
much greater detail than a project brief or
business case.

Project Management Process

A term for project management that
defines what to do when in a project. It
outlines all the activities from initiation
through closure of a project, in sequential
order.

Project Management Professional
(PMP)

The gold standard in project management
qualifications, issued by the Project
Management Institute (PMI). The PMI

is seen as the global governing body of
project management, and PMP is globally
recognized.

Risk Exposure

The assessment of potential loss or
damage that may be caused by a project or
to a project. All efforts need to be made to
identify risks in a project and to mitigate
those risks, if possible.

Running Order

The assessment of all the tasks that need
to be done, what must happen first and
what order the rest of the tasks should be
completed in, to determine how long the
whole project will take.

Schedule Performance Index (SPI)
A method of forecasting any changes

to the expected finish date of an entire
project, based on the actual time taken to
complete an earlier part of the project.

Scrum

A process framework used to manage
product development and other knowledge
projects. It provides a way for teams to
establish a hypothesis of how they think
something works, try it out, reflect on the
experience, and make the appropriate
adjustments.

Scrumban

A versatile approach to workflow
management that combines the structure
of the Scrum technique with the flexibility
and visualization of the Kanban technique.
Both Scrum and Kanban live under the
Agile banner.

Second Kick-Off Meeting

A meeting at which the project manager
comes back to the stakeholder group and
explains whether what they want can be
done within the parameters set out in the
first kick-off meeting.

Sprint

A term used in Scrum that relates to a
short period of time, often two weeks, in
which the team must finish a specific task,
milestone, or deliverable.

Stakeholder

Anyone who has a stake in a project,
whether doing it or affected by it. This
includes team members, the project
manager, the project owner, the sponsor,
and the end customer.

Standard Deviation

A statistical term that relates to the
amount of variation or dispersion across a
data set.

TeamGantt

A project management platform that gives
users the ability to execute tasks without
losing sight of the big picture.

GLOSSARY

Trello

A visual collaboration tool that creates
a shared perspective for a team on any
project in a fun, flexible, and rewarding
way, using drag-and-drop within and
between columns.

Wrike

A comprehensive collaboration and project
management tool that helps users manage
projects from start to finish, providing full
visibility and control over tasks.

Work Breakdown Structure (WBS)
A systematic way to show all the work that
will be needed in a project. Essentially a
tree diagram that lists all the tasks and
shows the relationship between those
tasks, like a company organizational chart
or a family tree.

XP (Extreme Programming)

A software development methodology
whose goal is to deliver software as
needed, when it is needed. It has short
development cycles, focusing on the needs
of today rather than those of the future,
sometimes called the “You aren’t gonna
need it!” or YAGNI approach.
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