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Project	  Management	  is	  
_____________________.	  



12	  Steps	  for	  Good	  
Project	  Management	  

Planning	   Doing	  

Re
vi
ew

	  



1.	  Kick-‐Off	  Mee1ng	  

Purpose:	  	  Define	  the	  Project	  Outcome	  
1. What	  does	  the	  end	  product	  look	  like?	  	  
2. Can	  the	  project	  be	  broken	  into	  components?	  
3. How	  long	  do	  we	  think	  this	  might	  take?	  
4. Who	  needs	  to	  be	  involved?	  
5. What	  qualiEes	  does	  the	  outcome	  have?	  	  
6. What	  does	  success	  look	  like?	  

How much 
detail?  



VISUALIZING 





Co
m
pl
ex
ity

	  

Difficulty	  

Understanding	  Your	  Project	  



2.	  List	  the	  Tasks	  
1.  ___________________	  
2.  ___________________	  
3.  ___________________	  
4.  ___________________	  
5.  ___________________	  
6.  ___________________	  
7.  ___________________	  
8.  ___________________	  
9.  ___________________	  
10. ___________________	  
11. ___________________	  
12. ___________________	  
13. ___________________	  
14. ___________________	  

•  Make	  a	  list	  of	  
everything	  that	  will	  
need	  to	  get	  done	  

•  You	  can	  add	  to	  this	  
later	  if	  needed	  

•  Don’t	  worry	  about	  
the	  order	  

•  Don’t	  worry	  about	  
who’s	  doing	  what	  



3.	  Es1mate	  Time	  for	  Each	  Task	  

1.  _Task_____________	  
2.  _	  Task	  _____________	  
3.  __	  Task____________	  
4.  _	  Task	  _____________	  
5.  _	  Task	  _____________	  
6.  _	  Task	  ______________	  
7.  _	  Task	  ______________	  
8.  _	  Task	  ______________	  
9.  _	  Task	  ______________	  
10. __	  Task	  _____________	  
11. __	  Task	  _____________	  
12. _	  Task	  ______________	  
13. __	  Task	  _____________	  
14. __	  Task	  _____________	  

2	  hrs	  
1	  month	  
2	  hrs	  
5	  hrs	  
3	  days	  
30	  min	  
1	  hrs	  
2	  hrs	  
7	  hrs	  
1	  day	  
3	  days	  
4	  hrs	  
2	  hrs	  
10	  hrs	  

•  Always	  over-‐esEmate	  
how	  long	  something	  will	  
take	  

•  Use	  the	  30-‐50%	  rule	  
	  
e.g.	  if	  you	  think	  it	  will	  take	  2	  
days	  to	  complete,	  it	  will	  
probably	  that	  3.	  
	  
If	  you	  think	  it	  will	  take	  a	  
month,	  it	  might	  take	  1.5	  to	  2	  
months.	  



4.	  Map	  out	  the	  Cri1cal	  Path(s)	  

•  Put	  each	  task	  on	  a	  sEcky	  note	  
•  Lay	  out	  the	  tasks	  in	  a	  logical	  order	  
•  Connect	  the	  tasks	  with	  arrows	  to	  

show	  the	  work	  flow	  
•  The	  Longest	  path	  is	  the	  criEcal	  path	  
•  FloaEng	  tasks	  can	  be	  done	  at	  

various	  Emes	  





5.	  Review	  the	  Path	  &	  Adjust	  

•  How	  long	  will	  your	  criEcal	  path	  take?	  Is	  this	  acceptable?	  
•  Adjust	  the	  Eme	  esEmates;	  shorten	  where	  possible	  
•  Switch	  the	  order	  of	  tasks	  if	  necessary	  
•  Shi]	  floaEng	  task	  to	  Emes	  when	  the	  work	  load	  is	  lighter	  
•  Which	  steps	  are	  ‘Milestones’?	  	  



A	  Milestone	  is	  an	  ac1on,	  event	  or	  
outcome	  that	  marks	  a	  significant	  
change	  or	  stage	  in	  the	  project’s	  
status	  towards	  comple1on.	  	  	  



6.	  Make	  a	  Gan]	  Chart	  

1861-‐1919	  



TASKS	   WHO	   TIMELINE	  &	  MILESTONES	  



6.	  Make	  a	  Gan]	  Chart	  

•  Use	  paper,	  a	  white	  board,	  or	  MS	  Excel	  
•  Put	  your	  team	  member’s	  names	  beside	  tasks	  
•  Group	  tasks	  that	  are	  related	  
•  Mark	  the	  milestones	  
•  Colour	  code	  by	  type	  of	  task	  or	  person	  responsible	  

•  There	  are	  other	  ways	  to	  track	  projects	  –	  find	  one	  
that	  works	  for	  you	  





7.	  Responsibility	  &	  Resources	  
•  Assign	  responsibility	  to	  each	  task	  (or	  sub-‐project)	  
•  List	  the	  resources	  needed	  for	  each	  

•  People	  
•  Money	  
•  Materials	  
•  Partners	  
•  Space	  

•  Prepare	  the	  project	  budget	  
•  Revenue:	  Money	  coming	  in	  (cash	  or	  in	  kind)	  
•  Expenses:	  The	  cost	  of	  each	  project	  component	  



8.	  Iden1fy	  &	  Plan	  for	  Risk	  Factors	  
•  Examine	  each	  task	  

with	  the	  ‘risk	  lens’	  
•  Best	  and	  worst	  case	  
•  Risk	  miEgaEon	  	  
•  Back	  up	  plans	  
•  Go	  or	  no-‐go	  points	  
•  Damage	  control	  



Steps	  1	  to	  8	  are	  all	  PLANNING	  steps	  
•  Revisit	  these	  eight	  steps	  

before	  you	  get	  going.	  

•  Did	  you	  miss	  anything?	  

•  When	  you’re	  confident	  with	  

your	  plan,	  go	  to	  step	  9.	  	  



9.	  Start	  the	  Project	  
•  Use	  the	  Ganh	  Chart	  
•  Track	  progress	  (shade	  in	  completed	  tasks)	  
•  Track	  budget	  (money	  in,	  money	  out)	  
•  Communicate	  



10.	  Monitor	  Progress	  

Costs	   Resources	  

Time	  
Risks	  

Quality	  

•  AccounEng	  
•  Accountability	  
•  Achieving	  Milestones	  
•  Avoiding	  Risks	  
•  Adhere	  to	  Timeline	  
•  Accessing	  Resources	  
•  Assessing	  Quality	  

Meet	  Regularly	  



11.	  Make	  Adjustments	  (Reschedule)	  

Costs	   Resources	  

Time	   Risks	  

Quality	  

•  Adjust	  Emelines	  
(reschedule	  tasks)	  

•  Update	  the	  Ganh	  Chart	  
•  Re-‐assess	  costs,	  risks,	  
resources	  

•  Adjust	  quality	  factors	  
(spent	  Eme	  on	  things	  
that	  maher)	  



12.	  Evaluate	  –	  What	  did	  we	  learn?	  

•  Were	  milestones	  met?	  
•  Were	  targets	  achieved?	  
•  Outputs	  vs	  Outcomes	  



1.   Kick-‐off	  Mee1ng	  -‐	  Define	  	  &	  Visualize	  
2.   List	  the	  tasks	  
3.   Es1mate	  the	  Time	  
4.   Map	  out	  Cri1cal	  Path	  
5.   Review	  the	  Plan	  
6.   Make	  a	  Gan]	  Chart	  (who,	  what	  ,	  when)	  
7.   Responsibly	  and	  Resources	  Review	  
8.   Iden1fy	  &	  Plan	  for	  Risk	  Factors	  

9.   Start	  the	  Project	  
10.  Monitor	  
11.  Make	  Adjustments	  

12.  Evaluate	  Outcomes	  

Project	  Management	  in	  12	  Steps	  

Planning	  

Doing	  

Review	  

Planning	  



Things	  to	  Think	  About	  

Understand	  what	  you	  need	  to	  do	  and	  then	  actually	  do	  it	  



Use	  your	  Mentors	  

Actually	  Do	  Stuff	  



Project	  Management	  is	  
_____________________.	  


