Fundamentals of Project
Management

Comprehensive Training
“Boot Camp”



Project Management Definition

Roles and Responsible of Project Management
|ldentifying Stakeholders

Managing Stakeholders

Project Life Cycle

Project Initiation Phase

Project Requirement Management

Project Charter, Scope and Deliverables
Project Planning Phase

Project Management Communication

Estimation and Cost Management

Project Uncertainties, Assumption and Contingency Planning

Project Risk Management

10
12
15
16
22
24
29
32
33
40
41



Resource Planning and Management
Change Management and Control
Project Execution Phase

Project Quality Management
Vendor and 3™ Party Management
Project Methodologies

Waterfall “Traditional” Methodology
Agile Methodologies

Project Monitoring and Control
Status Reporting and Progress Reporting
Project Closure Phase

Project Management Certifications

Sample PM templates

46
47
48
52
55
56
57
60
65
66
69
73
74



Project Management Definition

* Project management is the practice of initiating, planning,
executing, controlling, and closing the work of a team to
achieve specific goals and meet specific success criteria at
the specified time to meet pre-defined objectives.

* The primary challenge of project management is to achieve
all the project goals within the given constraints.

Scope/Quality

* Project Management constraints are within a specific
scope, time, quality and budget
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Roles and Responsibilities of Project Managers

Activity and resource planning

Organizing and motivating a project team
Controlling time management

Cost estimating and developing the budget
Ensuring customer satisfaction

Analyzing and managing project risk
Monitoring progress

Managing reports and necessary documentation

Naonath Consulting. Copyright2020
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Roles within a
Project Management
Environment

Programme Manager
Project Sponsor

Project Manager

Subject Matter Expert (SME)
Project Coordinator

Project Administrator

PMO Analyst

Roles in Project Management




Roles within a Project Management Environment

The project sponsor is a very important part of the project management organizational chart. In fact, every
project has a sponsor.

» The project sponsor is one and only one, level above the project manager. They do not manage the day to
day operations of the project but they ensure the resources are in place, promote the project, and hold
overall responsibility for the project’s success.

« They represent the business side of the project.

« They were probably involved when the project was being conceived and advocated for its inception before

a project manager was assigned
Shareholders

Look after the interest of
shareholders

Presenting the business case
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Approving the budget funds

Identifying & defining project

SPONSOR

Project Sponsor
an individual -

responsible for: Support the project

team

Managing senior stakeholders
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Appointing a project manager
Authority & drive to overcome Project team
issues or cancel project
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Roles within a Project Management Environment

Project Management Office (PMO) is a central place to make sure company standards, procedures and practices are
being followed to ensure projects are successful. According to the Project Management Institute (PMI), a PMO also
“facilitates the sharing of resources, methodologies, tools and techniques”

Programme Management is the process of managing several related projects, often with the intention of improving
an organization's performance.

Programme Manager has oversight of the purpose and status of the projects in a program and can use this oversight
to support project-level activity to ensure the program goals are met by providing a decision-making capacity that cannot
be achieved at project level or by providing the project manager with a programme perspective when required, or as a
sounding board for ideas and approaches to solving project issues that have program impacts.

Subject-Matter Expert (SME) or domain expert is a person who is an authority in a particular area or topic. The
term domain expert is frequently used in expert systems software development, and there the term always refers to the
domain other than the software domain
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exhibits the highest level of / =
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Roles within a Project Management Environment

* Business Analyst

* Business Process Owner (BPO)
e Subject Matter Expert (SME)

* Technical Architect

» Software Tester/ Quality Assurance
» Software Developer

* Content Editor

* Ul/ UX

* Web Designer

* Product Owner/ Manager

* Scrum Master

* Release Manager

* DevOp Engineer

* Engineers



Identifying Stakeholders

A stakeholder can influence the success and failure of the project. To note down the information about the
stakeholder, Stakeholder Register is used.

'Eta kaeholder Informmation

The StakehOlder register Wi“ have information SUCh aS: Ferson Raole Tite Frequensy Fommat Chanrs Maobas

Hen Asten E:::rﬁ:runil:at ans Misarilisstanss ::?ﬁ:l:;i;:jdggt; :;ez:'au?ﬁtdﬂi?:: E;T:.:
* Typ e Of Sta ke h O Id e r Palrice Coammdnicsabicans Weea kly E:ZZBH“:-LP:L.‘L in Final ﬁpp’t”:-’-’.ﬁl <
» Expectation of each stakeholder Smer Freject Leas e S | i
* Rolein Project ( Business Analyst, Tech architect, Client PM) — T T P ——r—
« Designation (Director, Business Lead, etc.) A R omaite 35 2.:1;13@

* Type Communication (Weekly/Monthly)

* Influence on the project (Partial/Supportive/Influencer)
* Assigning the project manager

» Determining the stakeholder needs, expectations and high-level requirements
» Define the project success criteria

 Identify particular budget for particular stage

* Make sure that the projectis aligned with the organizations strategic goal

**The stakeholder register and project charter are used as inputs to the other development groups such as planning process group**
Naonath Consulting. Copyright2020 10



Project Management Organisation Chart

PRINCE2 PROJECT HIERARCHY AGILE ORGANIZATION CHART

CORPORATE AND PROGRAMME MANAGEMENT
LOREM

IPSUM
THE PROJECT BOARD 2
| 90%

Project
Assurance
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Manage Stakeholder Engagement

This stage includes actively managing stakeholders throughout the project. To avoid unexpected project delay or
abandoning the project in between, stakeholder expectation is identified and quickly resolved.

There are inputs to manage stakeholder process . Most their needs
e Stakeholder register g s Wi et of
interest
e Stakeholder management strategy - - #im to move into right hand
* Project management plan g
* Issue log g
* Change log g Lesst important - rviaie Lo Of inikereat Sx oo
= X ot ek tott involvement in low risk areas
°°"'""l' it "‘;“ i - keep iqfonned & consult on
. - aim to move into right hand | _ polenti;I‘ ‘seur:;::)?::f? goodwill
B
interest of stakeholders
¥ Influential _ Influential * Regularly review the stakeholder map
© | nonsupporters © * supporters for key initiatives with close allies
c 1 ‘Meet their needs, Key players, .
€ keep satisted O . aniie cociby For key stakeholders, develop a plan
© ° - . * Why they are important to the project
a . 5 - « What's important to them
2 _ « Their reason for supportresistance
g Weak  , | » Weak « Who “owns" the relationship
a ":ﬁ"::grem”. 'sm:uoz:dt::nm, « Specific actions to be taken
g *  Monitor keepinformed  * [ + Keep this confidential!
é e
=
Support of stakeholders »yright2020 12



Project Management “Key Thought Process”

What Are You Tasked With " Py What Level of Quality Must
Delivering? , ) The Deliverable Have?

What Time-Frame Do You ik To What Budget Constraints
Have To Deliver It Within? | o hediedd Must You Deliver Within?

Naonath Consulting. Copyright2020
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Project Management Process and Knowledge Areas

It is essential to follow a defined Project
Management process n order to achieve
successful outcome. This processes formed the
project life cycle of any project regardless of area,
type, size and complexity.

Project Integration Management

Project Initiation

Project Planning Project Scope Management

Project Execution Project Time Management

Monitoring & Controlling | Project Cost Management

Project Closing ) Project Quality Management

These processes are pretty consistent, regardless

of the industry or the type of deliverables. Project Human Resources Manggement

Project Communications Management
Project Risk Management

Project Procurement Management

PROJECTMANAGER

www projectmanager.cam

Project Stakeholder Management

Naonath Consulting. Copyright2020 14



Project Management Lifecycle

The Project Life Cycle is a series of activities which are essential for accomplishing project objectives or targets regardless
of size, complexity and dimension.

5 Key stages of Project Management Lifecycle

e |nitiation Phase
* Planning Phase
* Execution Phase

* Monitoring, Controlling

* Closing Phase

PROJECT PROJECT

Conception Definition
& Initiation & Planning
1 \ZJ
Project Scope &
Charter Budget
Project Work Breakdown
Initiation Schdue

Gantt Chart
Communication Plan

Risk Management

Launch or

Execution

3

Status &
Tracking

KPls
Quality

Forecasts

PROJECT

Performance

& Control | ©
W

Objectives

Quality
Deliverables

Effort & Cost
Tracking

Performance

PROJECT
Project
Close

5

Post
Mortem

Project
Punchlist

Reporting

Naonath Consulting.

* Project Definition:-

Project constraints and

Problem statements

r

* NMonitoring ,
Controlling , Closure &
Review

Initiation

Phase

Project
Closure

Copyright2020

Planning J
Phase
Execution
Phase N
Project Team:-
Acquisition,
Development &
Management
J

¢ Detailed Planning:-
Estimation & Scheduling

15




Project Initiation Phase

* |t defines those processes that are required to Py goals & ohiectives
start a new project.
* The purpose of the project initiation phase is to

determine what the project should accomplish.

Communication plan & Scope &
This phase mainly composed of two main . assumptions deliverables
activities: e e o womes \SEA_
* Develop a Project Charter Project o
* Identify Stakeholders Tikdtany
Budget & spending Vendors & stakeholders
« All the information related to the project are i e issetiideman: i

entered in the Project Charter and Stakeholder — @ ——

. Constraints, risks & dependencies
Register. ‘

* Once the project charter is approved, the project
becomes officially authorized.

This shide 1s 100% editable. Adapt it to your

Naonath Consulting. Copyright2020 16



Project Initiation Phase

Project Charter Project Planning Stage

The Project Charter defines and contains the Project Planning phase covers about 50% of the whole process. Planning
following elements phase

* Project Triggers, Goals and Objectives

* Project Problem statements * It determines the scope of the project as well as the objective of the

e Scope and Deliverables project.

* Vendor and Stakeholders e The output of the planning phase serves as the input for the execution
e Constraints, Risk and phase.

e High-level Budget and Spending * Project planning is part of project management, which relates to the use
* High-level schedule of schedules such as Gantt charts to plan and subsequently report

* Project Organisational chart progress within the project environment.

* Project Milestones (High —level) * Project planning can be done manually or by the use of project

e Approvals management software.

This document allows a project manager to utilize Before the project planning,
organizational resources for the sake of the project. ¢ ensure the project scope is defined
* the appropriate methods for completing the project are
determined.



Project Initiation Phase Activities Flow
PROJECT INITIATION

Follow these six steps to start your praject off right

Rese=anch s reasan
for the= project amd Fired the pecple wih Feuview the Initiation
the right =kill= and phals-a: and keep

e if Stwrdll ™ L ET T T Y00 ceviewan o=
ET e Y s Enperiemnce o -
EEEEE 1o thee profect thr I3‘-'3-'"':"1'5 the project

FEHST,_%L:JW Team Review

Business Prmel:t Project
Case Charter Office

Explain winy the Wihere the project

project s meoessary manager ard sunpart
s Frosse §E weill 51T=|-I'f.'.|r-all:|-q:-a-11=_-l:|'l:-:h
SRR

Hores awrill fhe= prroject
be sbructured amd
e uhed?
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Feasibility Studies

Five areas of feasibility - Technical, Economic, Legal, Operational and Scheduling

e Qutline design of system requirements
 To determine whether the company has the technical expertise to handle completion of the project
* A brief description of the business to assess more possible factors which could affect the study

* The part of the business being examined

 The human and economic factor

* The possible solutions to the problem

The technical feasibility assessment is focused on

e Gaining an understanding of the present technical resources of the organization and

* Applicability to the expected needs of the proposed system.

 Itis an evaluation of the hardware and software and how it meets the need of the proposed system!

Consideration
= Availability of inputs or raw materials and their quality and prices.
= Availability of markets for outputs of each method and the expected prices for these outputs.


https://en.wikipedia.org/wiki/Feasibility_study#cite_note-Management_Information_Systems_10e-9

Feasibility Studies

A project feasiblility study is a comprehensive report that examines in detail the five frames of analysis of a given
project. It also takes into consideration its four Ps. In other terms, the technical or business impact assessment which
Is completed in order to determine the viability of a change.

The four Ps are traditionally defined as Other Factors:

« Plan

* Processes * Financial

« People * Legal / Regulatory

 Power * Resources
 Time / Estimates

The risks are considered to be external to the project * Operations/ BAU

« Plan - Weather conditions

« Plan - Financial and organizational

« Processes - Environmental and technological
 People — Marketing and sociocultural

« Power - legal and political.

Other constraints of calendar, costs and norms of quality that can each be objectively determined and measured

along the entire prOJeCt llfeCyCIe' Naonath Consulting. Copyright2020 20



Business Case

« Captures the reasoning for initiating a project or task. It is often presented in a well-structured written
document or presentation. A compelling business case adequately captures both the quantifiable and
non-quantifiable characteristics of a proposed project.

« The logic of the business case is that, whenever resources such as money or effort are consumed,
they should be in support of a specific business need. An example could be that a software
upgrade might improve system performance, but the "business case" is that better performance would
Improve customer satisfaction, require less task processing time, or reduce system maintenance costs.

How to Write a Business Case

* I|dentify and thoroughly understand a relevant business problem, issue or goal.

* Brainstorm about potential options for resolving the business case problem, issue or goal.
* Review your business’s mission statement.

* Determine who should write the business case.

* Write down the problem statement.



Project Requirement Management

Requirements management is the process of capturing, assessing and justifying stakeholders’ wants and needs. A clear and
agreed expression of requirements and their acceptance criteria is essential for the success of any project, programme or
portfolio. It addresses “what” is needed rather than “how” it is completed which is solution implementation.

Requirements may be expressed as deliverables or business benefits, as aspirations or solutions, and as functional or technical
needs. Most requirements will be generated by internal and external stakeholders with elements legal or regulatory included.

Steps to Requirement gathering process (SMART):

Uniquely identifiable: it addresses only one core requirement

Current: it is up to date and relevant to the business need

Consistent: it does not contradict any other requirement

Understandable: concisely stated and not open to different interpretations

Verifiable: compliance can be verified through inspection, demonstration, test or analysis

Traceable: the requirement can be traced from the originating need, through the plan, to what is delivered
Prioritized: its relative importance is understood.

A simple process for requirements management has four steps:

Gather requirements from stakeholders
Analyze the requirements to look for overlaps, gaps and conflicts
Justify the requirements to distinguish wants from needs

Baseline the needs before commencing the solutions development process )

Naonath Consulting. Copyright2020



Requirement Gathering and Projects

High-level requirements are defined during the concept phase of the
project life cycle. These need to be detailed enough to complete a
project brief. This, in turn, is used to make an investment decision (i.e.
whether or not to proceed to the definition phase).

e The level of detail captured during the concept phase, therefore,
needs to be sufficient to justify proceeding to the definition phase.

* For projects that are part of a programme, these high-level
requirements will be derived from the programme requirements.
They will relate to an output and, if the programme requirements are
sufficiently well described, the process may be correspondingly brief,

as it simply needs to add the final details.

For stand-alone projects:

Requirements
management

Functional requirements
of outputs Programme

Requirements
management
Technical requirements Solutions
of outputs development

Project

* The first consideration is whether the requirements are expressed as outputs, outcomes or benefits. This will govern whether
the project includes benefits realisation as part of an extended project life cycle.

 Some methodologies, including Agile approaches, are designed to enable the continuous gathering and refinement of
requirements on the assumption that the stakeholders may not be sure of their needs at the outset.

* The use rigorous prioritisation mechanisms, such as MoSCoW, to ensure that only valuable and justifiable requirements are

included in each phase of work.

Naonath Consulting. Copyright2020
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Project Charter

Project charter, project definition, or project statement is a statement of the scope, objectives, and participants in a

project. . i
The purpose of the project charter is to

document:

* Reasons for undertaking the project

* Objectives and constraints of the project

* Directions concerning the solution
Identities of the main stakeholders
In-scope and out-of-scope items

* Risks identified early on (A risk management
plan should be part of the overall project
management plan)

* Target project benefits

* High level budget and spending authority

|t provides the roles and responsibilities

« OQutlines the project objectives

 Identifies the main stakeholders,

« Defines the authority of the project manager.

« It serves as a reference of authority for the future of the project.

The terms of reference are usually part of the project charter.

A project charter should:

e Contain the essence of the project.

* Provide a shared understanding of the project.
* Act as a contract between the project sponsor, key stakeholders and the project team.



Project Scope Management

In project management, scope is the defined features and functions of a product, or the scope of work needed to
finish a project. Scope involves getting information required to start a project, and the features the product would
have that would meet its stakeholders requirements.

Scope management is the listing of the items to be produced or tasks to be done to the required quantity, quality and
variety, in the time and with the resources available and agreed upon, and the modification of those variable
constraints by dynamic flexible juggling in the event of changed circumstance called as Scope creep

Characteristics of Scope: Project Scope Checklist

* It has boundaries — T

° It must be deﬁned 1/ Project objectives swhat, when, how much

* It must be agreed by Project Key stakeholders i.e. Project sponsor 2/ Deliverables Major expected outputs

e |t must be validated Natural and significant events

3/ Milestones >time, cost, resources

* |t must be SMART

4/ Technical requirements To assure performance

* |t must be monitored

5/ Limits and exclusion Avoid false expectations

* |t must be controlled at each stage gate i.e. regularly reviewed
* It must be signed off by key appointed stakeholder

Understanding and agreement of

6/ Reviews with costumers expectations

- Avoid scope creep : added costs or delays

Naonath Consulting. Copyright2020 25
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Project Scope Creep and Management

Scope creep refers to changes, continuous or uncontrolled growth in a project’s scope, at any point after the project
begins. This can occur when the scope of a project is not properly defined, documented, or controlled. It is generally
considered harmful.

Reasons for Scope Creep

e Poorly defined Requirement

* Unapproved work/ unauthorized changes

* Unrequested addition by the project team to the features already agreed
e Lack of planning and oversight

* Poor Communication

e Lack of communication

* Ambitious and/or unmanaged expectation and promises

**How to control this is to ensure and do the opposite the above reasons™*

Naonath Consulting. Copyright2020 26



Project Scope Creep and Control
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Project Management Deliverablews

A deliverable is an element of output within the scope of a
project.

* There can be one or several deliverables within a
single project.

« Deliverables can be items that are supposed to be sent
externally to a customer or just to an internal
stakeholder. It usually means that the individual is
expecting the deliverable on a certain date. When a
deliverable is sent, that means a big deadline or
milestone has been met.

« They are dependent on another deliverable being
completed first. This is common when managing a
project with a multiple milestones, such as events.

« Itis atangible action item within a project.

Project feasibility
e

Concept

Development

Project acquisition
r = N

Implementation

Close-out

[ Business Project Execution of work Completed work
case management packages
plan
Sample
deliverables |} Preliminary Budgetary cost Definitive cost Lessons learned
for each cost estimate  astimate estimate
phase
2-level WBS 3+-level WBS Performance Customer
\ reports acceptance
3 Design 4 Implementat’ ¢\ 51
Interface design. Prototype.
Contractors. Unit testing.
Proof of Concept. System integration.

P >
F

4

-
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Project Planning Phase

Following this step, It is important to know

The durations for the various tasks necessary to complete the work are listed and grouped into a work
breakdown structure.

Project planning is often used to organize different areas of a project, including project plans, Tasks and
the management of teams and individuals.

The logical dependencies between tasks are defined that enables identification of the critical path. Project
planning is inherently uncertain as it must be done before the project is actually started.

Therefore the duration of the tasks is often estimated through a weighted average of optimistic, normal,
and pessimistic cases.

The critical chain method adds "buffers" in the planning to anticipate potential delays in project execution.
Then the necessary resources can be estimated and costs for each activity can be allocated to each
resource, giving the total project cost.

Once established, reviewed and agreed by proposed project team/ Lead, the project schedule becomes
what is known as the baseline schedule.

Progress will be measured against the baseline schedule throughout the life of the project.

The inputs of the project planning phase 2 include the project charter and the concept proposal
(Solution).

The outputs of the project planning phase include the project requirements, the project schedule, and
the project management plan.



Project Plan - Activities

For any successful project WBS (Work Breakdown Structure) Following are steps to create WBS and plan.

e Conduct a brainstorm to list all the tasks
* Involve your whole team for brainstorming
 Break down into little tasks

Further breakdown your top WBS into a hierarchical

* List out set of activities, for instance, For example hardware, software, trainee, management teams, etc.
e Use sections in manner of:

. [ R R T N )

* Plannin g Bl it G el e N e b
e A I i ' e '-:-m:w

Nalysis Frins i
L4 D i Lilw ’-( T ] 11 e wangbiaL sl N _‘—| Kt N b O LM

. AN Lol e Uy W
* Implementation W —_—
* Testing | o
“ AL wrrwie Neoay!

[ ] C | i ‘r""‘"”' ":‘ and r—‘l i

ompletion o ——

171 Doy oy wons My O [2rn pmee 8 1)

* Transition and Closure
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Project Planning

_ TASK  RESOURCE  REPORT  PROECT  VIEW  TEAM FORMAT PaulVesey = H a X
_: s X Cut - - " Ltk on Track X,-'.' -_.) tm }’ ‘ru‘ e Notes - 2% Find
ntt Paste :.?Ia Som Iru "y A ws oo CH v Retpedt Links Manually  Awto Task Summary Milestone Deliverabile | Informatior r—‘ as 1ol = Clear
& ¥ Format Painter e €’ & Inactivate Schedule Schodule va Add to Timeline 1o Task [#] Fil
W Clipboard Font Schedule Tasks insent Properties Eating ~
51306 (ThulB0s  |Tue2306  |SunZ86  |Fii03.07 [Wed 0807  Mon1307  |SM1B07  Thu2307  (TueZs07  |Sun0208  |Fri07/08 (Wed 1208 |\Moni708  (Sat2208  |Thu2l08  (TueOLD9  Sun06M9  (FA1LO Wed 1699 |Mon2109
acisoniae] Add tasks with dates to the timefne B et
Task Resource 08 Jun 15 22 Jun 15 06 Jul 15 20 Jul'tS 03 Aug ‘15 17 Aug 15 31 Aug 18 14 Sep 15 28 Sep ‘15 y4
0 | Mode » | WES»  Task Neme v Dutation «» Start v Finish v  Predecessors v Names v M F T < W s T M F T S W s T M F T s w s M f T s w $ T M F T <
1 [T 5]t «sitesetup 7days  Wed10/06/: Thu 18/06/1! ‘ — 7
2 Manually Scheduded Task A 4 days =
1 - Task 8 3 days Wed 10/06/) Fri 12/06/15 =1
4 » Task C 4 days Mon 15/06/1 Thu 18/06/1° 3 i-
5 ¥ | Task D 3 days Mon 15/06/1 Wed 17/06/13 =5
6 - 2 4 Substruture 14 days Thu 18/06/1' Wed 08/07/: 1 I T
7 [ Task E 3days Thu 18/06/1: Tue 23/06/1: ==
8 r* 2.2 Task F 3 days Wed 24/06/1 Fri 26/06/15 7 L—$
a 2 s Task G 1day Mon 25/06/1 Mon 25/06/1 8 (3
10 *  |2a Task H 7days Tue 30/06/1¢ Wed 08/07/19 [—
1 - 3 4 SuperStructure 24 days Wed 08/07/° Tue 11/08/1' 6 I T
12 » Task ) 5 days Wed 08/07/) Wed 15/07/) [—x]
13 » 3.2 Task K 8 days Thu 16/07/1 Mon 27/07/1 12 =
14 » 33 Task M 9 days Thu 16/07/1! Tue 28/07/1! 12 [}
15 ; 3.4 Task N 10 days Wed 29/07/1 Tue 11/06/1 14 _
16 L\ 4 4 Internal Fitout 16 days Tue 11/08/1' Wed 02/09/: 11 I
17 - a1 4 Partition 10 days Tue 11/08/1" Tue 25/08/1! | ——
18 f'} 4.1.1 Task P 5 days Tue 11/08/1! Tue 18/08/1! —
19 » a2 TaskQ 5 days Wed 19/08/1 Tue 25/08/1: 18 h
0 la.2 4 Services 16days  Tue 11/08/1' Wed 02/09/: T 1
21 4.2.1 Task R 8 days Tue 11/08/1% Fri 21/08/15 | =——
2 |a.2.2 Task$ 7 days Tue 11/08/1¢ Thu 20/08/1! | =————3] l
23 |a.2.3 TaskT 8 days Mon 24/08/1 Wed 02/05/1 21 (= |
u la.2.4 TaskU 1 day Fri 21/08/15 Fri 21/08/15 22 Y]
25 s + Commision & Handover 13 days Wed 02/09/: Mon 21/09/1 16
26 5.1 Task V 2days Wed 02/05/1 Fri 04/09/15 - 1
27 5.2 Task W 5 days Mon 07/09/1 Fri 11/09/15 26 = 1
28 5.3 Task X 6 days Mon 14/09/1 Mon 21/09/1 27 [ |

Naonath Consulting. Copyright2020

31



Project Communication Plan

A communication plan is a policy-driven approach to providing
stakeholders with information.

e The plan formally defines who should be given specific
information, when that information should be delivered and
what communication channels will be used to deliver the
information.

* An effective communications management plan anticipates what
information will need to be communicated to specific audience
segments.

* The plan should also address who has the authority to
communicate confidential or sensitive information and how

ﬁstrlpﬂm Frequency Methad Audience Owmer
ame of the How afften it Method of Who will receive | Who is responsible
communication will happen | communication the
communicatinn
Project team meeting | Daily Meeting Project team Project manager
Stakeholder update | Maonthly Fmail newsletter | Stakeholders Praject manager
Board meeting Feery twn Meeting Project board Project manager
weeks

Contribution to Ouarterly Sectinn of Wider Praject manager to
department newsletoer develnpment deliver ta
newsletier department

gdministration

ommunication Matrix

Techno-PM

Frofocot aommogcmona? jomedoics

information should be disseminated e.g. email, websites, printed P
H =3 =1 nce a wesk riembers and
reports, and/or presentations. || ey siss pase | B N Y™™ | Maer stakehioss | T
- _— Ewvaryone whio has
2 | Action Hems Fallowlip Eg'}":’g_ﬁ:l ﬁ;r;x'_’;.:fsiri, FRAC Eﬁcﬂiﬂfmmar coo
Finally, the plan should define what communication channels - TS P
stakeholders will use to solicit feedback and how communication will 3 |Butastusage Prcaiions | Fornarty | cro | Eaike | ceo
be documented and archived. o emevenmg | FacetoFace
* | Upaste prezentation & | Foringntly PR | PM, TS, SO0 Phi
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Project Estimation and Cost Management

Project estimation is a process of forecasting or approximating the time and cost of completing project deliverables. The task
of balancing expectations of stakeholders and need for control while the project is implemented

There are many different types of estimation techniques used in Project Management with various streams like Engineering,
IT, Construction, Agriculture, Accounting, etc.

A Project manager is often challenged to align mainly six project constraints:

* Scope
-

Time s
* Cost
° QU a | |ty Hardware Cost
° R.esources Travel Expenses —>| Project Cost
* Risk

Training Cost

It is essential a PM can answer the following questions: Communication Cost

and other Cost Factors

 How much work is to be estimated (scope)

 How to estimate the project (techniques)

 How much time it will require to complete the project (Schedule)

*  Who will be doing the project (resources)

 What is the budget required to deliver the project (cost)

* Any intermediary dependencies that may delay or impact the project (Risks)
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Approach and Importance of Project Estimation

Have people familiar with the task make the estimates

* Use several people to make the estimates depending on what is been planned
to be carried out

* Base estimates on normal conditions, efficient methods and a normal level of
resources

e Use consistent time units in estimating task times i.e. resource rate per day or
per hour

Importance of Project Estimation

* Project estimation support good decision making for both the internal
stakeholders as well as management

e Itis used to schedule task, work activities through out the project lifecycle

* To determine how long the project should take and its cost

* To determine cash flow needs

* To determine whether the project is worth doing

* To determine how well the project is progressing i.e. project progress tracking

 To determine whether the project is worth doing

Naonath Consulting. Copyright2020

Use people
familiar with
the tasks

Use several
people to make
estimates

Assume normal
conditions
Use consistent
time units

Include a risk
assessment

Make no
allowance for
contingencies

Assume tasks
are independent

Preparing
Initial
Estimates
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Project Estimation, Sizing and Techniques

Top-Down Estimate Estimating Flow Chart

e High-level chunks at the feature or design level Fan
are estimated

 Decomposed progressively into smaller chunks
or work-packets as information is detailed po

Establish the
Estimating
Objectives

Select
Appropriate
Model

Determine
Project
Details

Develop
Estimating
Strategy
and Plan

Task-by-Task

Estimate the
Technical
Details

Generate
Estimate

Bottom-Up Estimate
* Requirements are known at a discrete level

Determine Project
Team Size Managemen
and Duration

. CHECK
where the smaller workpieces - e ACT
» Aggregated to estimate the entire project. This | S=tme)
is usually used When the information is only A best practice is to standardize the e:s';::::m:g fp;:;:ho::::]:c;;'produc1blo set of tasks to develop the
known in smaller pieces W Bottom-Up Estimating
New Drug
Analogous Estimating 0eePE ] prtet | | memmmrch | | oeignemse| | motiction | lnououernase
. . . . | | { [ 717 peopie
* This technique is used when there is a ~m=esy I geessen | e
reference to a similar project executed T | ey | e o
e Easy to correlate with other projects s | ey | =
e Expert judgment Lo conpymers -
. . . . . o « e Break down activities into Estimate the resources for Combine the estimates
e Historical information of similar activities ~ smaller units of work each section of work | intoa total amount.
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Project Estimation, Sizing and Techniques

What-If Analysis

This technique uses

e Assumptions based on varying factors like scope, time, cost, resources, etc., to evaluate the possible outcomes of the
project by doing impact analysis.

* Project estimate is done by conducting estimation workshops with the stakeholders of the project, senior team members
who could give valuable inputs to the estimation exercise.

* The high-level scope is broken down into smaller work packages, components and activities, each work package is
estimated by effort and resource needed to complete the work package.

“When estimates are required

The following activities are done during the workshop:

Project phase Estimates required

* Break down the scope into smallest work package, components or activities T et demmon
* Sequence the activities in the order in which they will be performed Cost stimates n project budget,
* |dentify the effort required to complete each activity Startof project  Time and costesimates reconfimed fr

* Identify the resource estimate to complete each task or activity
* |dentify the dependencies to complete each activity

* |dentify the possible risks and assumptions

* Define the resource and cost estimate to the completion of each activity, component and work package

The above exercise gives an exact estimate of the project and the outcome of the workshop may be a project plan and a project schedule with effort, resource
and cost estimates.
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Project Cost Management

Project Cost Management is a process to

ensure that the project is completed within the Cost Control

approved budget

Resource Planning - Determine resources
(People, Equipment, Materials) and their
quantities required to perform project
activities

Cost Estimating — Develop estimates pf the
cost of resource needed to complete the
project activities

Cost Budgeting — Allocating the overall cost
estimates to individual work items

Cost Control - Controlling changes and
deviation in project budget

w Resource Planning

Determine the resources

(people, equipment, materials)

Controlling changes . )
needed for project completion

to the project budget

Cost Budgeting K\ Cost

Allocation of the overall cost
estimate to the project budget

Cost Estimating

Develop an approximation of
overall cost of resources
needed to complete the project

Control cost is comparing baseline cost for each deliverable against the
actual cost.

The cost baseline should change only in response to a change request
that has gone through the Perform Integrated Change Control process.

Control cost ensures that your project stay within funding limitations.
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Project Budget Management

A project budget is the total projected costs needed to complete a project over a defined period of time. It’s used to
estimate what the costs of the project will be for every phase of the project.
The project budget will include such things as labor costs, material procurement costs and operating costs.

Process of Creating Project Budget Summary Tasks Workload

* Use of Historical Data | o m T me T o S et

* References from past lesson learned sy S—
 Use Expert Knowledge —— " e ———
* Review numbers and confirm accuracy § ™ , SR e e s <R I
* Baseline and Re- Baseline budget e i s s

* Update in Real time s | N e i
Types of Budgets S et e n Pt

e Budget Forecast Profile ponecs it -

e Budget Actuals EZZZIZ‘JZI:; 20“-*{ \

o .
H -
* Variance s . S
Project Name §
n @ A 0tee Projects \ /
' 20% 23
]
100 143 50 rey 0 i) » s 00
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Project Budget Management

Project Forecast

Forecasts refer to the complete and thorough estimations, guesses, or
predictions that are made by the project team on the particular conditions in
the projects future that may arise. These forecasts are derived through a
careful and explicit evaluation of all information and knowledge that is
available at the time that the aforementioned forecast is made.

Project Actuals

Actuals are the amount of work that has been completed on a project. Project
actuals can be traced back to their source documents. Those source
documents include time, expense, and journal entries, and also invoices.

Cost Variance

This is the difference between the actual cost and the budgeted cost or what
you expect to spend on a project. It is a process of evaluating the financial
performance of your project before it starts and what was actually spent.
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Forecasts Budget
'F ; iny od 'h\ ( D'
orecasts is main concern witl ;
Budget is related to planned events
anticipated or probable events
\ b b,
Y [ ) 3
Forecasts may cover for longer period or Budget is planned or prepared fora shorter
years period
\ J \ J
- 2, | { 3
Forecast is only a tentative estimate Budget is a target fixed for a period.,
\ VIR V. )
( N\ { 3
Forecast results in planning Result of planmng Is budgeting
\ J \ J
( 3
The function of forecast ends with the The process of budget starts where forecast
forecast of likely events \ends and converts it into a budget )
¥ w
Forecast usually covers a specific busines: Budget is prepared for the business as a whole
function
\ J
\ J N

-
Forecasting does not act as a tool of

>
Purpose of budget is not merely a planning

controlling measurement. 4

device but also a controlling tool.
.
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Project Uncertainties, Assumptions and Contingency

Project uncertainty is a cause that makes projects to finish with overruns
on their schedules and budgets, and with products of compromised
specifications, in spite of costly planning, attentive risk management. It is
a situation in which something that may affect the project is unknown and
unpredictable. This could be internal or external.

A Project Assumption is believed to be true either through Experience or Design Updgrades _
15%

high-level Historical Data. A Project Assumption is stated without any
empirical evidence. All Project Assumptions are potential risks. Project
Assumptions should be well Documented and well Communicated.

Contingency, an amount of funds added to the base cost estimate to
cover estimate uncertainty and risk exposure, is a topic of interest for
both project managers and sponsors alike.

A contingency plan is a plan devised for an outcome other than in the
usual (expected) plan. It is often used for risk management for an
exceptional risk that, though unlikely, would have catastrophic
conseqguences.
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Project Risk Management

Risk Management is the identification, evaluation, and

prioritization of risks followed by coordinated and
economical application of resources to minimize, monitor,
and control the probability or impact of unfortunate events

or to maximize the realization of opportunities

A RAID log, or risks, assumptions, issues, and
dependencies log, is a project planning tool you can utilize

for effective project management.

“- RAID Log

RAID Dashboard Example:

Risks

I o I

Assumptions

o NI | o I

Issues

| Dependencies

CONTROL

RISK

MANAGEMENT

ACTION

Q

Plan Risk Management
N

'dent'iYRrsks -

Perform Qualitative Risk
§ Analysis

Perform Quantitative

1| High 1 High 0 High o/ High

0 | Moderate 1 Moderate 1 Moderate 0 ‘ Moderate

0o/ tow 0 low 1 Low 0| Low

0 f Negligible o} Negligible 1 | Negligible | (o l Negligible )
2 2 3 0

Risk Analysis

S

—

Plan Risk Responses

Monitor and Control
| Risks '
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MONITOR

= Defines how to conduct risk management
activities

e Determines which risks affect the project

and document their characteristics

. Pribﬁtizes risks for further analysis or o
action by assessing and combining their
probability of impact and occurrence

s Numerically analyzes the effact of identified
risks on the overall project

opportunities and reduce threats to project
objectives

= Risk responsce plans, track identified risks,
monitor residual risks, identify new risks,
and evaluate risk process effectiveness
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RAID Analysis

This is analysis of the four key areas of project planning and management which are the risks, assumptions, issues, and
dependencies.

Risks

This pertains to the events that will have an adverse effect on the project that they are going to work on.

The risks must be evaluated based Likelihood that they will occur as well as their impact on the project.

To address this, you can take action by implementing risk mitigation strategies based on the level of risk.

Assumptions

These are the aspects of the project that you assume will be in place to help the project run although it cannot be
guaranteed. “What exists, or do we presume to be true, that will, in a way, help our project to be accomplished?” You must
constantly reassess your assumptions at regular intervals to ensure they are still valid.

Issues

They are risks that have eventuated, which you must control as soon as possible for the project to stay on track. After
determining the issue, assess and take action that would contain or remove the issue and keep them from spreading across
your different projects.

Dependencies

These are activities that you depend on before you can start or complete your project. The factors may be internal or external
events, suppliers, or partners. To clarify your dependencies, you must answer the question, “Who or what are we dependent
on and who depends on us?”

You must also constantly monitor and manage the connection and dependencies to examine if you still continue to depend on them or they still continue their dependence on
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Project Risk Management Mitigation

Risk mitigation can be defined as taking steps to reduce adverse effects. There are four types of risk mitigation strategies
that hold unique to Business Continuity and Operations.

* Risk Acceptance does not reduce any effects however it is still

considered a strategy. . | | | FOUR TYPES OF RISK MITIGATION
* Risk Avoidance is the opposite of risk acceptance. It is the action |

that avoids any exposure to the risk whatsoever. |

* Risk Transference is the involvement of handing risk off to a willing
ACCEPT  AVOID TRANSFER  REDUCE

third party. This can be beneficial for a company if a transferred
risk is not a core competency of that company.

* Risk Reduction is the most common risk management strategy
used by businesses. This strategy limits a company’s exposure by
taking some action. It is a strategy employing an immediate action
to mitigate the risk raised dependent on its likelihood and Impact.

It is important to note that a company might decide to use a
combination of one or more risk mitigation.
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Project Risk Management Control

Throughout the project cycle, risk analysis is a continuous process. It is important that you continuously analyze,
identify and respond to risks.

The activities include in risk control are:

e Tracking existing risks

* Monitoring residual risks

e ldentifying new risks

* Implementing risk response plans

e Continuously evaluating risk process

The input for control risk are

* Risk register

* Work performance information
* Performance reports

The output for the control risk are

e Updating risk register
e Risk management plan
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Sample Templates for Risk and Issue Log

10/07/2011

Project Issue Log

Sudget for Phase 2 Mas nof pet Daen aperoesd

110772011

Test data will not be availadle until Ocrobear. This will
dalay the tasting phasa and tha avantual go liva data

30/07/2011

Project Risk Log

Marglin

locete spece

17/7/11 Blia soucced

Propare sratagy papar for Projaect
Board meaeating explaining scocpa of

maze 2 and hucs - -

e : for project

I progress

Dizcusz with test managar and raplan
team’s activities o ensbie o smalier et

- oo —eiw adls

Likelihood

L/E/11 Marylin is masting with
thG et MaNSEer thiz maak

The = k that no ht g To th
g;| TISEE IR SATEN MIGLSEREIR SHON: P 01/10/10 |Ciaude 3 a 12 [Einene| SV''d contingencyintothe | o
impact the project over the winter plan
5 There is ? risk j(hat long equipment 08/10/10 |Ciaude 3 4 12 Nexz few | Ellie to source a_lternanve Open Almost
Iead times impscet the project months vendors just in case
certain (e g
»90

1} 10/07/2011

Project Decision Log

The new customer demographic information will be captured for customers going forward but not

imported from the old system for existing customers.

Marylin and Sales team

2| 12/07/2011

The Northern Customer Service call centre will be refurbished during October so the software

deployment at that office must happen after that

Customer Service Director

3| 25/07/2011

All the software elements deployed as part of this project must be web-based

Project Board

41 25/07/2011

We will not capture htmi or text email preferences for customers: default will be htmi aithouzh text

version will also be provided.
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Project Resource Planning and Management

Resource management is acquiring, allocating and managing the
resources, such as individuals and their skills, finances, technology, RESCW)hURCE
materials, machinery and natural resources required for a project.

¢ | Prol MANAGEMENT

Estimating How
Many of Those
Resources You
Need

This forms an essential part of the project management plan. Resource »
management comprises the acquisition and deployment of the internal and e
external resources required to deliver the project, programme or portfolio. joRieed

Resource
Capacity

Generic Roles

Bottleneck
Resources
Supply and
Demand
Sequenced
Delivery - Personal
3 Work
Management
= Production
Capacity
= Motivation
= Mastery

Step 1 Step 2 Step 3 Step 4 Step S
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Project Change Management and Control

Change management, within the context of a project,
is the tools and processes you use to manage change

within a project and your project team.

Change management is the process, tools and

techniques to manage the people side of change to
achieve the required business outcome. ... Project
management focuses on the tasks to achieve project
requirements. Change management focuses on the

people impacted by the change.

Change is an action or project that affects the way
work is performed. Change in an organization, simply
put, is when something starts or something stops;
when something that used to happen one way starts

to happen another way.

1. Request

for Change
5. Review/ | ‘ \ 2. Impact
Reporting 8 Analysis

4. Implement
Change

3. Approve/
Deny

Change Management Process
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Project Execution Phase

The executing phase consists of those activities that are defined in project management plan. This process involves:

* Managing stakeholder expectation. Once you have successfully passed the Planning Phase.

* The Project Execution Phase of the project management lifecycle is about deliverables & outputs. It is here that the
intended product or service is delivered to the customer for approval.

* |t is usually the longest phase in the project management life cycle and consumes the most energy and resources.

e To enable you to monitor and control the project during this phase, you will need to implement a range of project
management processes. These processes help you to manage time, cost, quality, change, risks and issues. They also help
you to manage procurement, customer acceptance and communications.

* The primary objective of Execution and Control is to construct deliverables as per the master project plan and
consistently evaluate the processes and plans involved to deliver the output as per the agreed specifications such PM
coordinating with people and resources, as well as performing other activities related to project deliverables.

* Project Manager actively involve in this phase to monitor, manage, control and communicate progress of work during
implementation with status reports always emphasize the anticipated end point in terms of cost, schedule, and quality of
deliverables.

* Project Manager direct, monitor and manage in terms of the use and consumption of project cost, time and resources.

* Project Managers ensures all project deliverables are produced as such input and output of the projects.

* During this stage, expert's judgments, meetings, and reporting KPI (Key Performance Indicators) are of prime
importance.
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What are included in Project Execution Processes

Develop Project

SR Team
Execution Kick-Off Acquire Project Executing THE

team & Project
@ Management Plan

‘ Commissionng ‘

\ / Mission
2 Statement l“/
SO0

® Conducting Status

Review Meetings

@ @ Quality Assurance )
Complete Acceptance of .
? i Update Project
Execgte'l;zvshase Deliverables Crhactots =

Management plans

/Pm- wroment
Strategy )
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Project Execution Activities

* Progress is continuously monitored and appropriate adjustments are made and recorded as variances from the
original plan.

* During project implementation, people are carrying out the tasks, and progress information is being reported
through regular team meetings.

 The project manager uses this information to maintain control over the direction of the project by comparing the
progress reports with the project plan to measure the performance of the project activities and take corrective

action as needed.

* The first course of action should always be to bring the project back on course (i.e. to return it to the original
plan).

e If that cannot happen, the team should record variations from the original plan and record and publish
modifications to the plan.

* Throughout this step, project sponsors and other key stakeholders should be kept informed of the project’s
status according to the agreed-on frequency and format of communication.

* The plan should be updated and published on a regular basis

* Each project deliverable produced should be reviewed for quality and measured against the acceptance criteria.
* Once all of the deliverables have been produced and the customer has accepted the final solution, the project is
ready for closure.



Project Execution Phase Activities

Project Execution produces:

Project
Deliverables

Accepted

Approved

Change
Management
Documents

Measurement of
Project Activities

Against Plan

Identification of What
Needs to be Done

Pro;ect Life Cycle

>. M.,,>> ,............>

Stratodc Fit
Objectives
Scope (dratt)

Termm s of
Reference

Drat Schedule

Scope - Final

Select
Team Members

Plan Deliverables
Quality P lan
Baseline Schedule
Baseline Budget
Risk Register
Iesues Register
Business Case
Approvals
Communication P lan
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4. Close-out
Production of Celebrate!
Key Deliverables -4 ot Closeout
MonitorAC ontrol Team F eedback
Quality Recommendations for
Management further action
Time Management .. |mplementation
Cost Managemernt Review
Risk M anagement
Issue Resaolution
Change Control
Reporting
Communications
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Project Quality Management, Control and Assurance

Quality Management is the process for ensuring that all project activities necessary to design, plan and
iImplement a project are effective and efficient with respect to the purpose of the objective, fitness for
purpose and its performance. ...It is a continuous process that starts and ends with the project.

3 Key Quality Management Concepts

e Customer Satisfaction

* Prevention over Inspection
Plan & Define Quality .
* Continuous Improvement

Findertiie UG Managing
nae e Luall s
Assurance Pro;ect

Quality
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Project Quality Management

Customer Satisfaction: it important to make sure the project requirements are met, managing customer expectations
is also a critical activity that you need to handle well for your project to succeed.

Prevention over Inspection: This involves process to avoid failures and money spent during and after the project
because of failures. These are known as the Cost of Conformance and the Cost of Nonconformance.

Continuous improvement — It is the ongoing effort to improve your products, services, or processes over time. These
improvements can be small, incremental changes or major, breakthrough type changes.

| Customers Improve -::r:mt-r'rualll_.r COST OF CONFORMANCE COST OF NONCONFORMANCE
Identify customers
Priorilize cusiomers l / Stan here Prevention Costs Internal Failure Costs
F:'Idr
. ] + Training + Rework
Requirements
] """‘ “” « Document Processes + Scra
Identify requirameants P
Define requirements l + Equipment
Priontize reguirements

+ Time To Do It Right

Specifications - | {]uahty Control
Define specifications l Collect data, apply tools T Appraisal Costs External Failure Costs
— + Testing + Liabilities
QA Activities — [ QA Plan
g + Destructive Testing Loss - Warranty Work
Develop QA activities Prepare QA plan
+ Inspections + Lost Business
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Project Quality Management Process

PLAN QUALITY

* Identify the quality requirements for both the project and the
product

 Document how the project can show it is meeting the quality
requirements such as Quality Management Plan, quality metrics,
quality checklists and a Process Improvement Plan

PERFORM QUALITY ASSURANCE

e This is used to verify that the project processes are sufficient and
are being adhered to the project deliverables.

* Have process checklists and process for Project audits such as
Six Sigma and CMMI

PERFORM QUALITY CONTROL

This verifies the product meets the quality requirements. Peer
reviews and testing are two methods used to perform quality
control. (1) identify the causes of poor process or product quality
and recommending and/or taking action to eliminate them; and
(2) validate that project deliverables and work meet the
requirements specified by key stakeholders necessary for final
acceptance

Category Capability Area Practice Area

equirements Development & Management

Ensuring Quality

3

50080

duct Integration

T RGOS
ice Delivery Management

3

(3
w

'ﬁ.;i_""-'"":' i Sorvico M .::?m-.aﬁ T

R taAunes , 4R Nt £ AT o e —

Planning & Managing Work

Managing Risk & Opportunity Management

Incident Resolution & Prevention

Managing Business Reslllence

Continuity

3 OICEORTRE0S

1

Causal Analysis & Resolution

b,

z

sion Analysis & Resolution

Enabling Supporting Implementation
Configuration Manage ment

sOvVemance

Improving

ATES,O=EED

)
_ZINS
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3rd Party Vendor Management (PM Role)

Features of Vendor Management
* Contract Negotiations
e Job Assignments , _

. . Establish Choose the Best Manage Vendors Consistently
* Relationship Management Business Goals Vendor Meet Goals
e Evaluation of Performance
* Payment Dissemination

verifying: : " [}

Contract

 Whether goods or service being delivered s & Managemen

e Whether it is delivered on time intalliganca B Vendor

«  Whether invoice charged is for correct Management
guantity

 Whether all conditions of the contract being :
met

* Whether the relationship between buyer or Invoices

seller are managed properly
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Project Management Methodologies

A project management methodology is a series of repeatable methods, processes and best practices that should
be followed by project managers when managing a project in order to deliver a higher rate of success.

Methodologies provide project managers with a roadmap of key deliverables to ensure no tasks are missed
during the course of the project.

Phase 1 Phase 2 Phase 3 Phase 4 Phase 5 Phase 6 Phase 7
Product Post

; Requirement s o
Formation q S / Design Construct Test 2
Planning Release Implementation

Type of Project Management Methodologies

Requirements
Definition

Enhancement,
Maintenance

Design Construct

» Waterfall approach also known as “Traditional ot ogrivude| | Maagement| | aemal | | Prowtve o prmmmmel | Moo
» Agile Approach

* Six Sigma

« Kanban Techniques
» Hybrid Approaches

Change Control Process
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Waterfall “Traditional” Project Management

Waterfall method is a linear approach.
Project

* Each stage of the project is finished before the next Planning
stage begins.

 There is typically a "gate" between stages, such as
manager review of the output from each stage.

* The project manager first determines the
requirements for the project, and then a project Analysis
developer designs the project, project members
build the project by putting all the pieces in order
and the manager then integrates the project into
the business for testing and debugging.

* Once the project is ready, management implements
the project and a manager is assigned to maintain it.

* Project is completed in distinct stages and moved
step by step toward ultimate release to consumers.

Requirements

You make a big plan upfront and then execute in a
linear fashion, hoping there won't be any changes in the

plan
Naonath Consulting. Copyright2020
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Waterfall “Traditional” Project Management

Find scope, solulion.
Estimate cost, efforts.

It is a sequential software development process, in
which progress is seen as flowing steadily downwards

through the phases of requirements gathering,
analysis, design, development, unit testing,

integration testing, acceptance testing and then \

release.

It is common in manufacturing and construction
industries that is a very structured environment.

When to use the waterfall model:

* Requirements are very well known, clear and fixed.

e Product definition is stable.

* Technology is understood.

* There are no ambiguous requirements

 Ample resources with required expertise are
available freely

* The project is short.

Naonath Consulting.
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features, functions, and flows to
meat the requirements.

Actual development begins here
following the design. Code reviews,
unil testing are done.

QA team lesis the soltware Tor
emors/bugs and determines if the
solufion meets the business goals.

After software passes all the stages, it enters into
the maintenance phase. The vendor here provides
support for any future upgrades and bug fixes.
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Waterfall “Traditional” Approach

Advantages

* Simple and easy to understand and use.

* Easy to manage due to the rigidity of the model -
each phase has specific deliverables and a review
process

* Phases are processed and completed one at a time

* Works well for smaller projects where requirements
are very well understood

* A schedule can be set with deadlines for each stage
of development

* Product can proceed through the development
process steadily as fixed

Disadvantages

* |t does not allow for much reflection or revision

* |tis not flexible to changes in customer
requirements

* Time is wasted building features that nobody
needs

* The end user cannot give feedback till it’s
completed coded

* You don’t know how stable the system is until
the end
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Agile Methodologies

Instead of phases, projects are broken down into releases and

iterations. At the end of each iteration you have a fully

functioning system that could be released.

* The requirements for the project do not have to be
codified upfront

 Requirements are prioritized and scheduled for each
iteration.

* The requirements are composed of user stories that can be
scheduled into a particular release and iteration.

Agile software development methodologies adhere to the
same basic principles known as “Agile Manifesto”

1

Requirements

Individuals and interactions over processes and tools
Working software over comprehensive documentation
Customer collaboration over contract negotiation
Responding to change over following a plan
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Agile Project Management and Methodologies

* Scrum
 Kanban / Lean

* Extreme Programming (XP)

* Agile Unified Process

e Dynamic Systems Development Methods (DSDM)
* Featured Driven Development
* Rapid Application Development
* Scaled Agile Framework (SAFe)

Traditional Waterfall Methodology

. . . . i Acceptance

Requirements| Business | Technical ST o sl e S Unit Integration Testing

Sathering Design Design Testing Testing (UAT)

Q Release Complete ’
.ﬂ?ﬂ Il-ﬂ-nudulagy

ol Release #1 Release #2 Release #3 Release #4

Upfront

Planning [ It 1 | It2 | It 3 Ir 4 | it % | It & te 7 | It 8 I It 9 It 10 | it 11 | It 12

=
ﬁf
-

—_

'@_._
-

—

--l-—.

Iteration M

Iteration
Flanmimg

Developmeant, Continuous [mtegration, LUnit
Testing, Functional & Acceptance Testing
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Scrum

Scrum has become one of the ‘go-to’ techniques for those
striving to become Agile.

e Itis the most well-known of the Agile methods, and also
the most precisely defined which means that there is a lot
of documentation and pre-built process for teams that are
willing to adopt the methodology completely.

* It specifically described roles, short iterations, tight
schedules, daily meetings and an insistence on a release-
quality product after each iteration or Sprint.

* Requirements begin as a simple prioritized list of needs
with little detail, known as the backlog with only enough of
these needs are pulled from the backlog to fill a single
sprint and to begin their short journey from refinement to
tested software

Note:

Scrum can seem so very foreign to inexperienced teams that

it can be difficult to achieve early success unless you have

some in-house knowledge. Naonath Consulting. Copyright2020

Product Backlog, Sprint Backlog Process

PRODUCT BACKLOG SPRINT BACKLOG STEPS TO COMPLETE

EVERYTHING EVERYTHING
TO BE DONE * TO BE DONE *
IN PROJECT IN SPRINT

PROJECTMANAGER E

' Sprint duration:

2 weeks
* Requirements * Requirements * Requirements * Requirements
definition definition definition definition
* Planning * Planning * Planning * Planning
* Building * Building * Building * Building
* Testing * Testing * Testing * Testing
! Sprint Backlog —J
200

— —  Addition of new requirements

is0
7160
140

Story points

v

or
Task points

50
60
40
20

7 2 3 o 5 & 7 &
Sprints or lterations 62




Kanban

Kanban approach has short iterations which mimic a project lifecycle on a
small scale, having a distinct beginning and end for each iteration.

* |t requires that the software be developed in one large development
cycle

* The approach is not iterative but it is incremental

* It has no defined start or end points for individual work items; each
can start and end independently from one another.

 Work items have no pre-determined duration. Instead, each phase of
the lifecycle has a limited capacity for work at any one time

Kanban Process

A small work item is created from the prioritized and “not started”
requirements list and then begins the development process, usually
with some requirements elaboration.

A work item is not allowed to move on to the next phase until some
capacity opens up ahead. By controlling the number of tasks active at
any one time, developers still approach the overall project
incrementally which gives the opportunity for Agile principles to be
applied.
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Requirement / Task / Incident Progress

Backlog

Planned

In Progress Developed Tested

| Completed

User Story

User Story

User Story

| [

User Story

User Story

User Story User Story @ User Story
o | ¢

User Story
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TK |
User Story —
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o
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Feature-Driven Development - FDD

Feature-driven Development is implemented iteratively and not according to business needs as might be decided by a
Product Owner, but by functional area.

To see how requirements can be organized by functional area, they must be fairly well understood and so a design is created.
From the design is derived a feature list at which point the iterative implementation cycles can begin.

Feature Driven Development (FDD) Appreoach
Plan By Feature Design By Feature Build By Feature

Develop Owverall Build Feature ) . . . L. .
Model = Plan By Feature | Design By Feature | | _Buld By Feature The method for Requirement prioritization

used is called MoSCoW, offering four

Plan By Feature Design By Feature Build By Feature ) ) )
Slmple reqUIrementS Categorles:

Establish Overall Mode terate for Each Feature

* Must have

e Should have

* Could have

 Won’t have this time around
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Project Monitoring and Controlling Phase

After execution phase, to check the project is on right track, monitoring and controlling phase becomes active.
During this phase various changes and reviews to enhance the project performance is done.

Project work involved in this phase:

« This stage involves tracking, reviewing and regulating the progress in order to meet the objective of the project

« It ensures that the deliverables are according to the project management plan

« The main focus of this step is to identify any changes made from the point of project management plan to
determine appropriate preventive action

The inputs for this stage includes:

* Project management plan

« Performance reports

» Cost forecasts

« Schedule forecasts, Actual Review and remaining
- Validate changes

« Management of project risks and issues

« Management of Quality and success criteria
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Project Progress Tracking and Status Reporting

Project status reporting is a regular, formalized report on project progress against the project plan.

» |t keeps project stakeholders informed of critical aspects of project health such as schedule, issues, scope,
resources, cost, etc.
« It allows management to take action to address project issues and risks.

A progress report is a document that explains in detail how you far you have gone towards the completion of a
project.

It outlines the activities you have carried out, the tasks you have completed, and the milestones you have
reached against your project plan.

« |tis used to communicate the current status of an ongoing project, whereas a status report is an update on the
entire range of operations of a department or division of an organization.

» The frequency can either be weekly or bi- weekly. Comms for this is agreed as part of the communication plan

Monthly Status Report provides information on the progress of a project to stakeholders. It is a synopsis of the month's
activities, and highlights changes to the project.

* Itis required at the end of every month, and should be prepared during the last week of the month.
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How to Write a Weekly Status Report: Best Practices

« Plan What to Include in Weekly Report
» Take the time to consider what the reader of your report might want to know
» Be Straightforward in Reporting (Use plain and simple language in reporting)
« Consider to keep a Journal of Daily Activities
* Ask questions
* Focus on results, not activities
* Include a brief summary:
* Aview of your progress against milestones
« Key issues you've encountered,
« Future action steps.
* Include charts or other visual elements.
« Keep it short, and have extra information in your back pocket
* Reports should be clear and concise
« They should not ramble on about standard, weekly tasks, and contain everything you have done during the
week
* It should be no longer than a page if you're writing them out physically, and no more than 3-10 items if you are
using software
« Know Who Will Read the Weekly Report
» Present the Data and Information According to Its Importance
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Status Progress Tracking Checklist

B8 Project Status Report Checklist N EEE————

the project. Example — The quality assurance is
Project Code xX¥Z delayed as the tester is on vacation. The cevelopment
= ontrack.

Project Manager  Swapnil Wale
Status Date 12-Jen-2013 Techno-PM

Frusart Afuoapernant Tomeasios

EXECUTIVE OVERVIEW

o e Project identifiers (e.g., name)
* Project summary Schedule On-Track / S Oft-erack The progect is 43% compiete.
* Overall health & percent complete y—— ———— o erae. Test case prep is dome. jom i progress
Scope Om-Track J orr-erack All ok.
_Buaget Or-Track Jf J Oft-erack Total : $400,000, Spent : $200,.00, Remaaning - 5200.000
iﬂ Om-Tracs J J orr-erack MO major risks.
MILESTONES & DELIVERABLES EE— OnTrack / f Ort-erack Mo major iszues
o * Planned start date, planned completion date _ Techno-PM ___
* Actual start date, actual completion date Project Schedule o .. Monagement Templates
¢ Planned budget, cost to date [ Yodwy |
[..'l Chr wes e |11 F by |;—I
Ariabyu
Fn 28 Mow - Thew
ISSUE, RISK & CHANGE MANAGEMENT
0 » Open issues
e Open risks = zhe et
¢ Open change requests Fri 13 Mar - The
Chose
Fri 3 Apr - The X3
0 TEAM PROGRESS
e Tasks scheduled for this week Risks and Issues
» Tasks completed last week Risk / Issue Risk / tssue Description _ Owner Status
» Tasks scheduled for next week sk 1 Thare 5 S0Mching Weng I the pragect. Mysew open
Risk 1 Thers iz sometfang wiong on the project My et open

Naonath CoHs_uI;cing. CopyLright_ZOZO o o a 68



Project Closure Phase

Project can either be completed or terminated. Project
completion is measured whereby all proiect requirements

(Scope) has been completed and formally approved.

During the final closure, or completion phase, the emphasis
Is on:

* Releasing the final deliverables to the customer
« Handing over project documentation to the business Project
 Terminating supplier contract Closure
* Releasing project resources Phase

« communicating the closure of the project to all stakeholders

The last remaining step is to:

« Conduct lessons-learned studies to examine what went well
and what didn’t. In most cases termed, Post Implementation

All
deliverables
exit criteria
are met

PIR report

Transfer of records
deliverables recommend-
to customer & ations &
support lessons learnt
functions for future
projects

Review (PIR)

« Through this type of analysis, the wisdom of experience is
transferred back to the project organization, which will help
future project teams.
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Project Closure

« Making certain that all documents and
deliverables are up-to-date and that all
Issues are resolved

* Confirming the delivery and formal
acceptance of deliverables by the

sConfirm

customer product -g:;s:m -::;i_::
. /)
* Ensuring that all costs are charged to the e U records
; closure to eArchive
p rOJ ect .':::::t stake- project
« Closing project accounts product froders ervs

* Reassigning personnel

» Reallocating project facilities, equipment,
and other resources

« Elaborating the final project reports as
required by organizational policies

Finally, confirm Formal Final Acceptance of
the Project (deliverables) from the project
sponsor.
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Project Closure - Why?

It is in your best interest as a project manager to close it
officially.

1.You will show your team (and your boss) that you are
competent and professional.

2.You’ll probably glean at least 2 things, usually more,
that you can take with you to your next project to make
it more successful.

3.You minimize the chance of problems resurfacing
from this project down the road and slowing you down.
4.You create the opportunity for your team to tweak
their process and structure before moving onto the
next project.

5.You'll end up with a final project report that helps you
make updates to your portfolios, processes and assets.
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PROJECT CLOSURE CHECKLIST

O O O 00 0 0 0 0d

MNo items left over from any plans or timelines
that weren't completed.

All items left “for later” are taken care of.
A “project is done” email/announcement has
gone out internally.

A "project is done” email has gone to the
client with important info.

Project retrospective is done.

Feedback is collected from client.

Your teammates have been thanked
appropriately by you personally.

You've followed all company-required
closure procedures.

You've given yourself the highest high-five you

can give - outside, in the fresh air, while
clearing your head.
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Project Closure Phase Document Checks
T outputs

.1 Project charter .1 Expert judgment .1 Project documents updates
.2 Project management plan .2 Data analysis * Lessons learned register
* All components * Document analysis 2 Final product, service, or
.3 Project documents * Regression analysis result transition
* Assumption log * Trend analysis 3 Final report
» Basis of estimates » Vaniance analysis 4 Organizational process assets
* Change log 3 Meetings updates
* Issue log o o N J
* Lessons learned register
* Milastone list
* Project communications

Quality control
measurements
Quality reports
*» Requirements
documentation
* Risk register
* Risk report
4 Accepted deliverables
5 Busmness documents
* Business case
* Benefits management plan
Agreements
Procurement documentation

Organizational process assets
R 8

o~
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* Training

* Association Project Management
Qualification (APMQ)
PMP Fundamentals Qualification
PRINCE2 Foundation and Practitioner
MSc Project Management
CMI Diploma in Project Management
Diploma in Leadership and Management
Youtube and Internet

Project
Management
Certifications
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Project Deliverables and Samples

AW RW 020 S

Opportunity
Identification

Project Charter

DeﬂnMon

Project Charter

Project Compilete
Actions /

Deliverables

Project Plan Action ltems

& Control

Project Status

Project
Close

Final Project

(preliminary) T {checkiist) Project Document(s) 22::‘2“
Work Process Map Schedule
Risk Assessment Risks Final Project
Work Breakdown 5 Documents
Structure (WBS) Action ltems {Project History
- Preliminary WES (update) File)
Project Schedule Lessons Learmed
Software Development Life Cycle (SDLC)
Phase Deliverable type Lead/ Owner
Project Charter, Project Plan, RAID Log High
Level IT or Business Requirement, Budget
Planning Profile, Resource Profile etc. Project Mgr
Detailed Requirement, Detailed Plan,
Approved Project Charter, Budget, Resource
and High Level Solution Architecture Design
Analysis etc. Business Analyst
Detailed Design Document (SAD), Approved |Solution or Technical
Design Detailed Requirement etc. Architect

Go live/ Release

Release notes etc.

Project Mgr/ Release
Mgr

Transition and Closure

Post Implementation Review (PIR), Operation
and Acceptance Document (OAD) etc

Project Mgr

SDLC Activity

Requirements

Functional Specification Software Design
Specification

Software Coding and Design

Software Testing
Configuration Management
Software Release

Development System Deployment
Production System Deployment

Software ownership, maintenance and
revision — pre Software Acceptance Test
(SAT)

Software ownership, maintenance and
revision —post (SAT)
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SDLC Deliverables
Requirements Specification

Detailed Design Specification

Software Code
Design and Code Reviews
Unit/ Module Test Plans

System and Installation Test Plans
Configuration Item List

Configuration Item List
Release Notes

Software Code

Detailed Design Specification

Executed Installation Test Plan
Executed Installation Test Plan
Refer to SDLC deliverables defined herein

Referto SDLC deliverables defined herein
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Sample Agile (Sprint Planning)

Download Free Project Management Template e .

l'ask Mame w» | Durabion + Start = Fimizh Narnes *
4 llser Stories 15 days Won 121916  Fri 1/6/17 T
dentify Key stakeholders 5 days Mon 12719716  Fri 12/23/16  Business Analyst Business Analyst ‘
Formn project team 15 days  |Mon 1219716 Fri L/6/17 Praject Manager roject Manager
User Story workshops - 1 10days  Mon12/19/16 Fri12/30/16  Business Analyst Business Analyst
Uzer Stary workshops - 2 10 days Mon 1271916  Fri 12,/20/16 Business Analyst Business ly=st
Uzer Stories Walk-through and sign off 10 daye  Mon 12/19/16  En 12/30/16  Business Analyst Business Analyst
4 Product Backlog 5 days kon 197 Friifiafiz — 1
Create Product Backlog 5 days Won 1,517 Fri 1/13/17 Froject Manager Project Manager
Story Estimation 4 days Mo 13017 Fri L/13/17 Project Team Project Team
Prioritize 5 days Mon 15217 Fn L/13/17 Project Manager Rraject Manager
4 High Level Sprint Planning 4 days mMon 11617  Frilf20/17 N
Create project timeline 5 days Maon 1/16/17  Fri 1/20/17 Project Manager raject Manager
Draft resource plan 5 days Mo LA16eALT  Fri L/20/17 Froject Manager roject Manager
Flan projact budget 5 days mon 1/16417  Fn L2017 Froject ianager roject Manager
4 Sprint -1 10 days Mon 12317 Fri2f3/17
Sprint 1 - Planning 10 days Mon 1/23/17  Fri 2/3/17 Project Team T e c h n 0 = P M roject Team
Sprint 1 - Execution 10 daye  Mon 1/23/17  Fri 2/3/17 FrojectTeam  Project Management Templates roject Team
Sprint 1 - Demo 0 daye  Mon1/23/17  Fn 2/317 Project Team roject Team
Sprint 1 - nplementation 10days  Mon1/23/17 Fn 2/3/17 Froject Team raject Team
Sprint 1 - Retrospective 10 days  |Mon 1/23/17  Fri 2/3/17 Project Team roject Team
4 Sprint - 2 10 days Mon 24617 Fri 2177
Sprint 2 - Planning 10 days Mon 2887 Fri 2A717 Fraject Team ﬂmjﬁd Team
Clorimk T Eremmarkiom AN el hdmrm IEMT Cws M THT Drolart Tazam A EY T LT
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Status Report Templates

Excel Project Status Report Template

Project Name [ Redesign Techno-PM com l Project Code PCO0Y Project Manager l Swapni Wale
Project Summary Key Phases | Progress Status Frsh
The webste needs an overhaul as the design s outdated The project may | Analyss 90%, 12-Mar-15
face msues as there s no budget aliocated or planned Development 70%
A
The project aiso neods & prowct manager as we do not have o sutable Qualty Assurance | 43% 18-Aug-15
project manager User Acceptance 26% 20-Sep-15
Pre Production 78% 03-Nov-15
Production 0% Future Task TBA
+ + +
Support 0% Future Task THA
Cose 0% Future Task TBA
Tasks Completed Tasks Delayed Tasks Pansned

Anslysis of the key components
Workshop on business requirements
Handover of the support tasks

weore network ssues

The securly lesting could not be completed as there

Security Testing of the applcation
Deveiopment of the key components
Testng of the components

Project Budget Key Proect Risks and ssues
fem Descreron Forecast | Actsal | Type | Raks o Ksue Descripton
T Costs $50.000 $34 00 The vendor has indicated that there could be delays in the product being ready n tme Delays from the
Vandor $35000| $500.000 Rk vendor side means project schedule could be delayed
Software Costs $76.000 34 500
Buffer 345 000 $23 000 Some unplanned leaves have been Laken by the project team There could be some mpact to the schedulke
msue

Techno-PM

Project Management Templates

T

https://www.techno-pm.com/p/project-status-report-
template-free.html
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Pudgst Risks Decision/Actions/Pending
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