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Overview — Project

I
0 What is project management?

o Application of knowledge, skills, tools and techniques to
project activities to meet project requirements

0 What is a project?

11 °
0 A temporary endeavor undertaken to create a unique

. 7
product, service or results
m Definite beginning & end
® Team is formed & reassigned at completion .

Vs. operations — ongoing, repetitive




Overview — Project Manager

I
0 What is a project manager?

0 The person assigned to achieve the project objectives

o A role not necessarily a job




Project Management Profession

N
Project Management Institute (PMI®)

0 World’ s leading not-for-profit association for the
project management profession (40+ yrs)¥/[cee. oo

0 Membership / local chapters
O Mass Bay & Central Mass (MA)

0 Ocean State (Rl), Southern New England (CT) TS

o New Hampshire & Greater Monadnock (NH) o

0 Maine Chapter (ME), Champlain Valley (VT) e '“’” . - mpm
0 Credentials / Certifications _':,:L e

o Program Management Professional (PgMP®) . Q 'M? mm{ mw;i

o0 Project Management Professional (PMP®) |

o Certified Associate in Project Management (CAPM®)
0 WWW.pmi.org



http://www.pmi.org/
http://www.pmi.org/

Overview — Project Challenges

I
0 Why are projects challenging?

o Unique, something new, no blueprint

0 Sometimes difficult to define — what is it, when does it
end

o Working with people
0 Too much to do, too little time

0 As soon as you start, something changes

“If you don’ t know where you' re going, then any road
will get you there” — Alice in Wonderland



Overview — PM Importance
B

0 Why is project management important?

0 Why do we need project managers or people who
can manage projects?

0 to address the previous challenges

0 to get the required work done as quickly and
efficiently as possible

The value from a project is achieved at the END



Concepts — Management

]
Project Management vs. General Management

Generally accepled
et ma

General management
knowledge and
praclice

Application area
knowledge and




Concepts — Project Lifecycle
N

Project Management Processes

e —

—

AR P r0ject i

1. Initiating

. Project  Project
2. Plannlng | | ~ Review  Definition
3. Executing 2ol da

Planning

4. Controlling (and monitoring)

5. Closing




Concepts — Project Processes
N

Where is time typically spent?

1. Initiating 10%
2. Planning
85%

3.  Executing

4. Controlling (and monitoring)

5. Closing 5%



Concepts — Project Processes
B

How time should be spent!

1. Initiating 10% B 20%
2. Planning

3. Executing 85% B 70%
4. Controlling (and monitoring)

5. Closing 5% 10%



Concept — Triple Constraint

Change in one side MUST
affect another side (or both)

I Schedule



Techniques — Overview
N

5 A 11

Definition: ~ a body of technical methods”, “a method

7

of accomplishing a desired aim

0 One size does NOT fit all — tailor to project size /
complexity

0 Just enough PM — not a burden or impediment to
achieving your end goal (project’ s objective)



Concepts — Project Lifecycle
N

Project Management Processes

1. Initiating

Project Ptoloct\
~  Review Definition

2. Planning

° '.'. D i
3. Executing \ & Coatrol.Plamning

4. Controlling (and monitoring)

5. Closing



Techniques — Project Charter
N

Start the project — document ‘hallway conversation

0 Project Charter / Project Definition / Business Case
o What are you doing?
0 What are you NOT doing?
0 Why are you doing this?

. ’
o How will you know when you re done!

‘i;;‘,;- ~. \- ::'“‘ — ;' -
° ° = ~ga — -
0 Project Kickoff = _\g:;i\@;;\\w L —
k >



Initiation — Project Charter
N

0 Overview

0 Goal

0 Obijectives

0 Benefits

0 Success Criteria
0 Approach

0 Assumptions

0 Constraints

0 Scope (in / out)
0 Stakeholders

0 Risks

0 Milestones

0 Communications

0 Approval




Project Charter — Examples
B
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Concepts — Project Lifecycle
N

Project Management Processes

e —
—
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~  Review Definition

2. Planning
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Techniques — Project Planning
N

Expand Project Charter to greater detail

0 How are you going to complete your project?
o What steps or actions are required
o What resources are required
0 What is the timeline
0 What is the cost
0 What might derail you (risks)




Planning — WBS

What steps or actions are required?

0 Work Breakdown Structure (WBS)

Addresses total scope of project

Divides work into manageable components
Scope decomposition — start at the end oy

Hierarchical depiction

Defines High-level Tasks



WBS — Example

AN
td{-and Systams!

Legacy Systems

I#I
Exchange

Infrastructure

I#I

Email

I=fhl

Calendar

e e
Migrate faculty/staff to
e Exchanga o3
$
e
Migration Faculty/Staff
% Processes & 5 Clients

=

——

Sarver Data }

I#I

Local Data




Planning — Resource Plan

What resources are required?

0 Resource Plan (project team)
0 Roles and skill set

0 Timeframe — start / end date
0 Demand — full-time vs. part-time (fte)

0 Location — local /co-located vs. remote / virtual

Defines what skills are needed when - and ultimately who



Resource Plan — Example
N

ITS Resource Plan
Project Name
Date

+« Project
+ Operations / Support
Sub-team1

¢+ Project

« Operations / Support
+ Projects

« Operations / Support
+ Training / mentoring

Sub-team2

+« Project

« Operations / Support

+« Project

+ Operations / Support




Planning — Project Schedule
—

What is the timeline?

0 Project Schedule — MS Excel (.xls) or Project (.mpp)
o Task
O Resource
0 Dependencies

o Start Date & End Date (duration)

Resolves constraints based on WBS, activity sequence /
duration, and resource plan; defines critical path



Project Schedule — xls Example
N

Planned Planned Resource managers
Task start date finish date Resource requirements consulted

2 Enterprise systems

Research/Analysis/Database and System dewelopers for 2 months each;

Design and Development 7/1/2006 8/31/2006 1 DBA for .5 month Manager 1, Manager 2
Installation of new hardware and software 1 System admin. for .5

environments 9/1/2006 9/22/2006 month; 1 DBA for .75 month Manager 3, Manager 1
Common components--prototype 3 Dewelopers for 1.5 months

development and unit testing 9/23/2006 11/7/2006 each Manager 1

OSP components--prototype development 3 Dewelopers for 3 months

and unit testing 11/8/2006 = 2/22/2007 each Manager 1

ORC components--prototype development 3 Dewelopers for 4.5 months

and unit testing 2/23/2007 7/7/2007 each Manager 1
Implementation of OSP validations and

enhancements not directly covered in 3 Dewelopers for 1.5 months

migration 7/8/2007 8/22/2007 each at 50% of their time Manager 1
Implementation of ORC validations and

enhancements not directly covered in 3 Dewelopers for 1.5 months

migration 8/23/2007 10/7/2007 each at 80% of their time Manager 1
Integration of new system with existing

systems 10/8/2007 TBD

Other budgetary considerations

Hardware $50,000 for server to house new systems
Software No software costs; all software to be developed in-house



1

380

438
438
445

Project Schedule — Gantt example
B

Finish | Predeces|Resource

Task Name

- §t. Clement's Relocation Project

+ [T5 DataCenter Requirements | Recommendations
+ Capital Projects / Design & Engineering (EYP)
+ Capital Projects / Construction (LKCO)

+ Project Planning

-per 218
-per 066N

= Information Technology Serv (ITS) - Infrastructure & DataCen
+ Datacenter Relocation Planning
+ Systems Prep - O'Neill 5th
+ Networking Prep - O'Neill 5th
+ Datacenter Relocation Prep - 5t. Clement's
- Datacenter Relocation Moves
- 1a) Perform Unit Testing
erify cabling for unit test move
Continue netwark performance testing
Continue SROF performance testing
Move Linux & test (dolphin)
Move AlUvmware & test (McDingo) - need VM Mux
Move Windows & test (abbott)
+ 1b) Move 112 cluster: AD/DNS/DHCPILDAP
+ 1c) Pilot Test - 6 racks/40 sys
+ 2) Columbus Day Wkend Move - 20 racks/140 sys ++
+ 3a) Oct 20-22 Move (remaining servers) - 5 racks/25 sy:
+ Datacenter Relocation Post-Oct Move Events
- Information Technology Serv (ITS) - Staff (N Wing, firs 1-4)
+ [TS Space Planning / Program
+ Staff Relocation

489 |+ Campus Co-location - subset of ITS remaining on Main campus

Dur %

1d 95%
545 d 100%
380 d 100%
241 d 100%
694 d 100%
639d 92%
563 d 100%
298 d 100%
44.d 100%
462d 7T
62d 100%
10d 100%

3d100%

7d100%

5d/100%

7d100%
3.54/100%
5.54/100%
10d 100%

dd 100%
12d 100%
10d 100%
43d 35%
754 d 100%
523 d 100%
174d 100%
M9d 8%

Start

11104
31004
411904

1011105

314
8130104
8130104

812105

11105

39105

87106

817106

Bi7ing
&10ins
14108
81008
&10ins
810108
814106
9118106
9126106

1016106

TG

11104

11104
Ji2306

114105

2207
4114106
9130/05
912106
10122106
2207
10121106
9121106
813106
11124106
10/25/06
8118/06
8/9/06
818/08 381
818/
&1a/06
818/08 381
&18/06 381
27106
9127106 387
10111106
10/25/06

Names

Carl 5,TomB
TomB

JayB

Dave R

Dave R Leo M
Alison C

2006

2007

Mar | Apr [May|Jun | Jul [Aug|Sep| Oct [Nov|Dec| Jan [Feb | Mar | Apr | May

Jun | Jul [Aug|Sep| Oct[Nov|De

|
l

||||

p—
w
Carl §,Tom B
TomB
Jay B
Dave R

Dave R,Leo M
Allison C

w—%ﬂ

l




Planning — Project Budget

e
What is the cost?

0 Project Budget
0 Hard dollars ($)

® Hardware, software, vendor / consulting services, travel
® Funding: capital vs. departmental

m Don’t forget operating costs

o Soft dollars

m BC resources

Based on project schedule



Planning — Project Risk

I
What might derail you (risks)?

0 g o0
) ° ’ ‘
0 Project Risk “w, S, *°
o What could happen? a°

0 What is the likelihood of it happening?
0 What is the impact if it did happen?
0 For high priority items, define risk strategy / approach

® Accept, mitigation, contingency

|dentify risk, action strategy & trigger (if applicable)



Project Risk — Example
N

Risk Plan - Project Name

Date
Risk Risk
Risk| Risk | Date Proba| Risk | Risk |Response Risk | Review Previous
# | Class | Raised Risk Description bilty |Impact Rating | Strateqy Risk Response Plan Owner| Date | Curent Satus | Review | Previous Status
Open  Current Risks

Closed / Passed Rsks




Concepts — Project Lifecycle
B

Project Management Processes

.F’ Pyo.ie.ct '._-u

: ” \wtiatiop,

. ..;" Project Ptoloct\
2. Plannlng ~ Review Definition

1. Initiating

Project
glosure

3. Executing B o e

4. Controlling

5. Closing



Techniques — Execution / Control
B

Implement the Project Schedule & control the project

0 Manage reality
0 Scope changes, scope creep, scope misunderstandings

0 Resource changes, resource unavailability, resource skills

N

0 Estimates are incorrect, tasks are missing

1 Risk events occur

“No battle plan survives contact with the enemy”

— Colin Powell



Project Execution / Control
—

0 Tracking
0 Progress against Project Schedule
o Risks

0 Change Control

o Manage change process

0 Communication

0 Update team and stakeholders




Project Execution — Tracking

I
Implement the Project Schedule —

0 Project Tracking J
0 Schedule — % complete

0 Risks — monitor triggers, address new risks

0 Issues / Actions Log — new or missed items, items
preventing task completion

Make it happen



Project Issues/Action — Example
B

Project Name

Project Manager:

Project Management Office

Meeting: NFORMATION TECHNOLOGY SERVICES (@ BC
Reinsimi:
Issue Issue Assigned| Date |Planned|Revised Resolution/Co . Current | Actual
# Description To |Identified| Date | Date esolutiont.ommen Status |Resolve
Actions List
Action Action Assigned| Date |Planned|Revised Resolution/Comments Current | Actual

# Description To |ldentified| Date | Date Status | Close




Project Execution — Change

I
‘Manage’ the Project Schedule

0 Project Change
0 Recognize change
0 Accept / manage change
0 Assess impact

0 Approve & implement change (or not) |

Integrate change, update project plan, communicate
revised plan



Project Change — Example
N

Change Log - Project Name
Date
Baseline document / contract / sow & date
Request |Requested Assessed| Assessed | Change |Decision
f Date | By (hange Description Change Assessment /Impact | Date | By | Decision | Date |DecidedBy| ~if approved, Change Next Steps




Project Execution — Communications
—

Keep the team & stakeholders informed

0 Project Communications
o0 Stakeholders — manage expectations, tailor message
0 Meetings — effective (agenda, monitored, summary)
0 Email — targeted and tagged
o Files — standard naming convention

O Reporting — status reports

The right information at the right time to the right people



Project Status — Example
B

Project N N Project Management Office

Monthly Statom=s Report

Date Created:

Project Manager: F B
L = Reporting Period: T:)om

Project Health: Place an "X" in the appropriate box for the overall health of the project.
X | Green (project is on track)

Yellow (issues or problems may impact completion date, cost, or scope)
Red (project won't be completed by scheduled date, will exceed projected cost, or won't meet
established scope

—

| Accomplishments: List the activities that have been completed since the last status report. '

. Planned Activities: List the activities that will be completed by the next status report.

Issues/Risks: List any outstanding items of concern as well as any uncertain occurrences that may
interfere with achieving the project.

General Comments: Enter any important remarks/observations relevant to the project and its status.

Key Project Milestones
e
G

Project Meetings:
e
e

Project Repository:



Concepts — Project Lifecycle
N

Project Management Processes

e
o= —

AR P r0ject i

1. Initiating

. Project  Project
2. Plannlng | | ~ Review  Definition
3. Executing 2ol da

Planning

4. Controlling (and monitoring)

5. Closing



Techniques — Project Close
_—

Achieved your project’ s objective

0 Project Transition DONE!
0 To support / operations
0 Project Closeout

0 Lessons learned / continuous improvement

0 Celebration / thank you

“Insanity: doing the same thing over and over again and
expecting different results” (attributed to Albert Einstein)



Close — Project Closeout

0 Project Summary
0 Description, size, complexity, resources
0 Metrics: baseline vs. actuals (variance)

0 Schedule, cost, scope and variance explanation

0 Lessons Learned
o PM Project Lifecycle

iy

4

0 Process and product related

0 Project Repository

0 Outstanding Tasks




Project Closeout — Examples
B

ITS Project Inventory - Mini Project Closeout Sheet

Project Name; ‘insert Prajact Name here
, Table of Contents
1. Project Closeout - Summary
1. DOCUMENT PURPOSE 3
Provide a high level description of the project - what was the resulf or delivered value (new functionality/service, modified
functionality/senvice, removed functionalify/sanvice, efc) 2. PROJECT CLOSEOUT - SUMMARY 3
insert summary text here 71 PROECT DESCRIPTION 3
21  PROJECT SIZE 4
2.Project Closeout - Metrics 23 PROJECT COMPLEXITY 4
. A ‘ . L B . 24 PROTECT ROLES & RESPONSIRILITES 4
Compare the baseline values against the actual resuls fo defermine the vanance against plan; explain the vanances o if no vanance,
the method used to meet cost, schedule or scope.. 3. PROJECT CLOSEOUT - METRICS 4
2.1 Baseline vs Actual (cost, schedule, scope) 3.1  BASELINE V3 ACTUAL (COST, SCHEDULE, SCOFE) 4
32 DESCRIPTION 4
Start Date <mmlddyyyy> <mmiddiyyyy> #VALLE! #VALUE! i}?; ET,; J :
End Date <mm/ddiyyyy> <mm/ddlyyyy= #VALUE! #VALUE! 122 Scape ;
Budget (5) <5000,000.00= <§000,000.00= #VALUE! #VALUE! - .
Resources (fte] <0000 e <000 fe> #VALUE! #VALUE! + PROJECT CLOSEOUT - OUTSTANDING ISSUES
Scope text text text text jé 53530”5 %EARNED ;
. P ALITY DEFECTS
. Note: Variance & %Vanance columns contain formulas 43 VENDOR MANAGEVENT 10
2.2 Description ) 14 OTEER 10
Explain the vaniances or if no vanance, the method used fo meef cosf, schedlule or scope, ie. 1) was the end date mef by a) decreasing 5. PROJECT CLOSEOUT - ARTIFACT REPOSITORY 10
\project scope and/or creafing & phase 2 or b by adding resources/cost; 2) was the scope met by &) extending the end dafe or )
increasing resources/cost; 3) was the cost met by a) decreasing project scope and/or creafing a phase 2 or b) accelerating the timeline 6. PROJECT CLOSEOUT - REVIEW/ APPROVAL 11
221 Cost linsert cost variance text here
222 Schedule linsert schedule variance text here
223 Scope \insert scope variance text here
3. Project Closeout - Key Takeaway
Document the project's key takeaway - what was the most important lessons leamed (significant new understanding for next project);
information on project performance (requirements, scope, cost, resources, schecule, elc.), nisk, quality, vendor, efc.
insert takeaway text here




TECHNOLOGY TOOLS



Project Repository — MyFiles@bc
==

0 Web-based file-storage system

0 Access at bc.edu/myfiles

0 Faculty, staff, and students have accounts

0 Share files with other members of the team

0 Keep track of different versions of the same file
0 Receive reports when files are viewed or changed

0 Use a consistent convention when naming project-
related folders and files



Project Communications — BCPost
N

0 Email Listserv

0 Easily communicate with all members of project
team at once via email

0 Subscribers can request a digest, containing all the
messages from a given time period

0 All messages are archived so you have a history of
discussions

0 Learn more and access BCPost at bec.edu/bcpost



Project Communications — Campus Groups
I

0 A group available for emailing, filesharing
(MyFiles@bc), web-based collaboration, and
voicemail distribution.

0 Good option if you need to use the group for
functions other than just email.

0 Campus Groups do not have all the functionality of
BCPost, for example postings cannot be restricted
and /or moderated.

0 Access through Agora Portal



Project Communications — Email
N

0 Create folders to store all project-related messages
0 Use labels/categories to prioritize

0 Learn how to sort messages quickly by sender,
recipient, subject, date to find key information
quickly

0 Use a consistent convention for subject lines

0 Use “To” field for calls to action and “CC” for
conveying information



Project Templates — Microsoft Office
B

0 Built-in Professional Templates (agendas, calendars,
schedules, reports)

0 “Track Changes’ to collaborate with others
0 Compare different versions of same document

0 Improved sorting and filtering of Excel data



Learn about These and More...
-

0 ITS Training Classes
bc.edu/training

0 Online Microsoft Classes
bc.edu/mselearning

0 The Technology Help Site
bc.edu/help



SUMMARY



Summary
—

0 Projects, project management & you — the “project
manager
0 Project Techniques

o Initiating, Planning, Executing /Controlling and Closing
o 80/20 rule — ’

o0 Apply just the right amount

The more you plan, the luckier you get
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e

0 PMI®: www.pmi.org

0 EDUCAUSE: www.educause.edu

0 Northeast Reg Computing Pgm: www.nercomp.org

0 CSOM course: Managing Projects (MD255/MD831)
0 BCITS PMO: www.bc.edu/pmo

0 Thank you

0 Session Evaluation
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http://www.bc.edu/pmo

Food for Thought

0 If it s not written down, it does not exist

0 Murphy is alive and well
If it can go wrong it will

0 And so is O Malley (alive & well)
If it can’ t possibly go wrong, it will L —

1 7 . .
0 No news is not necessarily good news

0 Warning: dates in the schedule are closer than you
think

0 A project becomes one year late, one day at a time

If you fail to plan, you are planning to fail



