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Adam Donaldson, PMP
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Objectives
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Basic understanding of project management
principles

Share tools and techniques of formal project
management that can be used in daily tasks
and projects
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Project Management Institute

Project Management for Everyone

O PMI is an aggregation of best practices from

thousands of professional project managers
ToTHE a Principles in this session are based on PMI
PROJECT MANAGEMENT methodologies, there are other

BODY OF KNOWLEDGE !
(PMBOK GUIDE) oo cotor methodologies

O Organizations typically use these as a basis
for developing custom project management
processes
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GW MS In Project Management
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MS IN PROJECT
MANAGEMENT
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Project Management Principles
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Definition of a Project

Project Management for Everyone

Project - Atemporary endeavor undertaken to create
a unigue product, service, or result.

Temporary / Not Ongoing

- Definite beginning and end

- Does not mean a short duration

Unigue
- Outcome is a unique deliverable

- Could come in the form of either
products, services or results
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Project Life Cycle
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o
The

FIVG ‘ Monitoring & Controlling ‘
- v
Project
Phases

>
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Project Management Functions
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Scope Management

Time Management

Cost Management

Quality Management Thmgs done
within the
HR Management phases to
. manage the
Communications Mgt oroject

Risk Management

Procurement Mgt /
Project Integration

~ PMI refers to these as Knowledge Areas ~
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Triple Constraints
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Constraints

Resources

v Deliverables
v Dollars

~ Managing these is the primary responsibility of the PM ~
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PM in Practical Terms
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Define Plan
Clarify the request Develop the
and objectives specific approach

Initiating

Manage Review
Task, action, Were expectations
communication & met?

resource management
Closing
Monitoring &
Controlling
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Day to Day Use of PM
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'THE GEORGE

o What are some

NN stru g gl es often
experienced In

projects?
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Define
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Initiating

Clarify the request / initiative
ldentify stakeholders

Define the requirements
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Define - Clarification
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Everyday Tool

PM Tool

Project Charter Email / Memo

ddress @ | [l fee | M oeeichek | & &

THEGFORGE
SR WVASHINGTON PMLC
PR Univ RS ‘Project Management Life Cycle

The George Washington University
[Project Name]
Project Charter

Document objectives

Send to requester to validate
Writing down helps clarify
Get agreement!!

Defines high-level scope,
exclusions, objectives,
milestones & timeline
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Define - Identify Stakeholders
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People or groups positively or negatively affected

Project Stakeholder by the project outcome.

External Relations

Traveling
Staff /
Faculty

Project Senior
Team Leadershi
P Stakeholders may
or may not exert
- direct influence over
Procurement Traveling the project

Students
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Define - Identify Stakeholders
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PM Tool Everyday Tool

Stakeholder Matrix

N Titl D rt t/G Cati Contact Impact | Influence |
ame itle epartmen roup egory on
-] [-] [-] [-] ] (R[] (HMAY -
Business Management & 202-994-6867
Adam Donaldson Manager ) . Project Team H M
Analysis Group adonald@gwu.edu
703-555-1212
Sally Doe Executive Director Procurement Project Owner M M
sally doe@gwu.edu
202-555-1212
John Doe Travel Manager Procurement Subject Matter Expert . H M
john_doe@gwu.edu
Compliance 202-555-1213
Jane Doe P Compliance Subject Matter Expert . H L
Manager jane doe@gwu.edu
202-555-1214
Bill Doe Director School Budget Officers Stakeholder M L
bill doe@gwu.edu

o Identify and track key stakeholders
* Determine importance in order to gauge how to manage

* Ensure thoroughness of communications planning
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Define - Requirements
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PM Tool Everyday Tool

Requirements Document Requirements List
ﬁE‘ Requirement Name / Description Category
W e — m—. -
Travel policy updates shall specify preferre
1 policy up pecify p Travel Policy
Tilcﬁeorgc\o-\faslllngmn University rental car vendors
[Project Name] Travel policy update shall clarify rental car
ey gut 2 | potiey p v Travel Policy
insurance policies
Travel policy shall revise and clarify business
S 3 poiey ] ; W_ Travel Policy
S ————— class travel rules for international flights
o o 4 Entertainment policy shall include a per diem |Entertainment
e and clarify amounts Policy
. s Entertainment policy shall specify exlusions to |Entertainment
E‘:'_‘"—""" per diem Policy

 List the “what” items required in

the final solution
Documents the “what” of the

initiative / task and breaks into
individually deliverable items

* Iterative process often requiring
multiple interviews

 Critical to defining the solution
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Define
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M Clarification Memo
M Stakeholder Matrix

M Requirements List
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Plan
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Organize and plan
Determine tasks to be done
Create a schedule

Plan communications
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lan — Project Management Plan
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PM Tool

Project Management Plan Project Workbook

Everyday Tool

(D Example Project Workbook - Microsoft Excel - B X
GE e T
\ Home | Insert Pagelayout  Formulas Data Review  View  Developer | Acrobat @ - =2 x
=N T : Selnset~ | X - ﬂ [ﬁ
PMLC j ga: Dletes |
e B g T ‘ Paste Sort & Find &
| [ElFormat~ || <2' Filter~ Select~ |
cnpbuam = Font = TS 0! Editing.
— — = - = - s
The George Washington University
s =} -3 i ¥
[Project Name] | < J =~
o 2e2 | A B (= D
Project Definition Document
1 # Requirement Name / Description Category Benefit
- - Terminology and documentation will be re
Project Management process shall incorporate the Industry
[T — ! overall phases recommended by PMI Standard Hesefow et procis it Whalhave'e)
o oebineinc 2 i i project ent background
Versinm oot Mt 15
e ] The process will be broken into sub-phases to align e Integration with current project =
Frater Dumer:  (ame & Tt o Frovact Coner] 2 |with common GW processes such as the Software it ensure minimal interruption to currently <
x i 3 Development Life Cycle processes
il g ' Phase reviews will instill an aspect of ove
ot wbormenon| Each sub-phase will have a phase review to Phases & g b P
3 _ L can identify and resolve issues much earli
authorize beginning of the subseguent phase Gates &
4 project
rans [ The process shall require that each project be Single ownership of projects will ensure a
g,......"- " 4 |assigned to a single owner responsible for the Participants |of contact for all project issues, status and
[ [T —— 5 deliverables set forth by the project charter. lowering ion and i ing proacti
3
2
4 4 » M| Stakeholder Matric | Reguirements List r'E L
Reaey | B9

Establishes plan for planning,
execution, monitoring & closing,
including all subsidiary plans
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“Project” Workbook
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o Include all “project” information

B e >
. . | rome | et et om0 Bewew_vew | bevioper | Avebet 84 = 7 %
- Scope / Objectives IO i
T g |[@ A (e @A M Sremas | 2 A cnea-
Fort g Celn &

- Stakeholders / Contacts e
- Requirements
- Schedule, Milestones & Deliverables
- Action Items and Issues

o Central location for all project info
- Excel workbook or other similar tool
- Local / Shared Folder

0 Living document

O Serves as a template / historical artifact for
similar future endeavors
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Plan — Task Identification
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PM Tool Everyday Tool

Control “Travel & Expense Policy Updates”
Account ~.__ I | Planning
Level : Package
EntePrt;:g;nent |n}s:,lg|?cr;lce Level
WBS2 WBS2 /
/
|

Airfare Poli
Updat

Rail / Other Create Comm

Plan

Rental Car Policy Hotel Policy
Updates Updates

Policy Updates

WBS 1 WBS 1.2 WBS1.3 WBS 1.4 WBS2.1
] |
Work
Gath Updat Updat
Stakzhg;rder Prgfe?rgd Insgr:n?:e __________ Pack age
Feedback Vendors List Policy  [l&==—"" Level
WBS 1.3.1 WBS1.3.2 WBS 1.3.3
» Breaks deliverables into manageable » Ensures we don’t forget or omit

work packages important tasks
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Plan — Schedule
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PM Tool Everyday Tool

Formal Project Schedule Task List / Schedule

8 Microsoft Project - Example - Open Enrallment 2011

Az Ele Edt View Inset Format Iools Project Report Collsborate Window Help  Adobe PDF % SR Pt WORBUE = e aeak ol —
H 8 x W ) u it
o — o e Hooe | B laysad  Formulsn  Dats  Mevew  View  Drothoper  Aoobal .= x
il 2w %+ = show~ | and -8 «|B I U gﬁ | Page
=] e u g 7] :ﬁc.mulmurmv Sinet s | E - é—r Iﬁ
! da 2 | = % v | FoimatasTasse - P owee- G-
WBS | Task Mame: Duration | Start Finish pr o | Puite || e R Ov=rli= 12 1 155 ot Syt « (5 rormet = | £+ s T
3 Chpboasd "+ Fani i et Febting |
1 0 = Open Enrollment 2011 89 days  Tue 7/13/10 Fri 11412110 b | 'u T ]
2 r': Ei0 ~ {2 9 =
] A B E D jemesl F G H | i i
3 1 = Communications 64 days | Tue 7/13/10 Fri 10/8/10 (3
(-] Task Start | Finish |Deadline| Work |Duration Pradecessars Resource
1 CHMEKII
9 1.1 Posters 37 days | Tue 7227/10 Wed 9/15/10 3| 1 |venfication of Positions FMov | SNov | 10-Mov | ahrs | 2days 100 lane Dae
1% 12 Postcards/Mailings | 29 days | Tue 7/27/10 Fri 9/3/10 3 2 |Mame/cContactinfo Updates SNov | BNov | L-Nov | 20 | Lday o i Jane Doe
. 4| @ |Creation of Updated OrgCharts | S-Mov | 12-Nov | 17-Nov | 16hrs | 4 days % 2 Jahn Doe
g = 13 =] Email 58 days = Tue 7/13/10 Thu 9/30/10
j‘ 21341 Initial Email 36 days  Tue 7/13/10 Tue 8/31/10 & s
I 132 First Reminder 37 days Tue7/27/10  Wed 9/15/10 :
5
133 Last Reminder 38 days Tue 8/10/10 Thu 9/30/10 10 :
1
44 14 Meetings/Seminars 54 days  Tue 7/27/10 Fri 10/8/10 12
13
= 1"
15
3 2 BeneDetails Website | 63 days | Wed 8/18/10  Fri 1112110 = Bl § . § - —
— 4 LTS Schvedule ©
= @ 4 Leos
Ready B |

Sequences & defines project tasks
and monitors status of project against >
milestones / baselines
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Plan — Schedule
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Task List / Schedule
I&' Task |E| StiartIEI Finier Deadlin@ ‘I.I'l.lflz:rrltIEI Duratitﬁ%(:m&' F'n=_ldn=_-1:n=_u~-.1~-.ﬁ| RESOUWE

Rental Car Policy Updates 3-Jun 5-Jun - 30hrs | 14 days 7%
1 | Gather Stakeholder Feedback 3-Jun 7-Jun - 8hrs Sdays 20% John Doe
2 Update Preferred Vendor 10-Jun 14-Jun - 16 hrs Sdays 0% 1 John Doe
Information
Update Rental Car Insurance
3 P ) ) 17-Jun 18-Jun - 2hrs 2 days 0% 2 Sally Doe
Instructions / Policy
4 | Dept Approval of Rental Car Section 19-Jun 20-Jun - 4 hrs 2days 0% 3 Sally Doe
Rental Car Section Updated
3 pd 21-Jun 21-Jun 21-Jun 0% 4

Ready for Approval Process

e Excel or other common tool
 Turn WBS work packages into tasks

 Clearly identify major milestones

* |dentify dependencies — one task which relies on another
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Plan — Communications Matrix
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PM Tool

Communications Plan

Documents the detailed plan
for communicating with all
stakeholders

Everyday Tool

Communications Matrix

A Example Project Workbook - Microsoft Excel _ = x
)
| Home | insert  Pagelayout  Formuias  Dats  Review  View  Developer  Acobat @ - = x
PMLE % calibri T - Eﬂ General - [ Conditional Formatting = | S=Inset~ | X - % [ﬁ
Projecs Mamagrmest Life Cycle S & |2 oO-||A A g8~ % 9 \“@Furmmsr‘amev | ¥ Detete - || @~ |
Paste e — o | =) 1|5 Sort & Find &
- & |[E[eA] 8% | Bcensyes- || EdPomat - H 7 Fiter~ Seleat
|Ciipboard || Font = | agnment /| Mumber | Styles || cens Editing. -
— =
The George Washington University a4 ¢ |
[Project Name] | EL! hdl £]
Project Communication Plan 1~ & & & |'D E g H L 4
elive
# Communication Medium e Freq y Audi Owner Status
1 Date
Notification of department heads of ; ) Directors in
1 Email 5-Nov | One-Time | Jane Doe | John Doe Open
2 efforts to update web Finance
Frepared i (b ot ivepenid Solicitation to entire department for B
Worsions Pl Mwmber ] 2 Email | 8-Nov | One-Time Finance JaneDoe | JohnDoe | Open
& content i |
T [P Communicate changes to UWS / IT, External Adam 1
Froterienn b b o i e ] 3 Meeting| 12-Nov | Bi-Weekl : N/A Open
ot a External Relations £ | Relations i Donaldson | P
Frmtret Mmm g, ame o Fregn Mhamagor]
Department web content update Adam
] . =
4 Meeting| 8-Nov Weekl Finance N/A Open
Motk 5 review 4 ¥ / Donaldson i
» 5 |Status Report Memo | 9-Nov Weekly | Finance SAVP | John Smith | Jane Doe Open
7
s
5
£
11
H

THE GEORGE
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Plan — Communications Matrix
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Communications Matrix

Delivery
Communication Mediu Frequen Audience Reviewe Owner Statu
1] ] M| ate [ TS ] ] ]
Finance Directors Adam
1 |Project Kickoff w/ Stakeholders Meeting 1-Jun Weekly M/A Open
Department Heads Donaldson
Faculty & Staff via
2 |Motification of Policy Update Efforts Email 15-Jun One Time wa i Jane Doe John Doe Open
nfomai
. . . Finance Directors /
3 |Focus Groups for Update Gathering Meeting 22-Jun One Time M/A John Doe Open
Departments
4 |Motification of New Policy When Effetive Email 1-Jul One Time Finance M/A John Doe Open
1-lun Executive VP & Adam
5 |Status Report Memo Weekly Jane Doe Open
through 1 Jul Treasurer Donaldson

e Target communications towards stakeholders identified

e Consider both “internal” and “external” communications

* One of the most vital efforts in any project
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Plan

Project Management for Everyone

M Project Workbook

M Tas

M Communications Matrix

-

M Tas

K ldentification / WBS

kK List / Schedule
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Manage
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1 Executing schedule tasks

1 Managing action items & Issues

_| Report status
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Manage — Actions & Issues
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PM Tool Everyday Tool

Action & Issues Register

|
A-::#hun Priori Description Cwner Open Date NextDl.i;ltzdate Status {é:f:
g = = = = =
4 Low lesh Kickoff Presentation and schedule the kickoff Adam 5/26/15 5130015 Closed
meeting
Contact Rental Car vendor re: Insurance. Get Rental . .
5 Med Car vendor contact info from John Bl 6/1/15 6/5/15 Open
6 Med Gather !anguage far preferred c.hmce airline provider for Dave 6/1/15 6/9/12 Open
international flight section of policy
7 High |Coordinate schedules for the policy approval meetings Adam 6/1/15 Open
Motify Compliance that we will be requesting approvals
8 Med after 6/21. Meed to get process started. Adam 8715 Open
9 Med |Onboard the new Procurement Manager on the project. Sally 6/9/15 B/16/15 Open

* Log and track all actions and issues — ensures accountability
 Tasks are scheduled — Action Items “pop up”
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Communicate — Status Report
Project Management for Everyone

PM Tool Everyday Tool

Project Status Report Email / Memo

i Send X Cancel [ address @ [ B | A% spelcheck L ]

BIU § £LEEE s —C@FS "

Provides succinct information
conveying timelines, progress, >
Issues & next steps
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Communicate — Status Report
Project Management for Everyone

Office of Finance Pmiecgqi;a;::l]liepoﬂ B . D e S C ri pti O n
Project Management Life Cycle (FMLC) P&

Implementation of & izational project process designed to

mathodology, artifacts and terminclogy to projects imvolving EVPET.

e e Timeline

Phase: Development Stakeholders: All EVPAT, other GW depts.

Risk: Low Interfacing with EVP&T on projects

An e
DTV

w5 A ek Frapos ta
FUALC e et e -

* Progress

Progress:

*» Using TouchiNef and Roth 43(b) as alpha testing for the process. Working wi
projects to refine the PMLC process.

= Template Creation
o Created Project Request Form / ldea Summary, Propasal, Charter, Business

Requirements, Test Plan and Requirements Traceability Matrix.

o Still have Project D ion D e ion Plan, Communication Plan,
Transition Document, Approval Document, Lessons Leamed and Gate Review Board
Swummeary io complete in May

Deadlines:
= 518 — Key stakeholder approval of process

811 — Beta Complete | Implementation start

.
Issues
»  Having difficulty ing work, as team ibers are o take on their
main responsibility. | need to find a way to develop the templates and finalize utilizing

limited staff.

= * Next Steps

=  Mid-May - begin seeking an adequate beta for the process.

e Deadlines

F
i
i
%
i

II
II
—
4
¥
P 3
i’ g
Yo
A
‘, r

e |SSues

|

T THE GEORGE
SC )‘EM WASHINGTON

SOCIETY FOR COLLEGIATE TRAVEL UNIVERSITY
& EXPENSE MANAGEMENT T e




Manage
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M Schedule & Project Workbook

M Action & Issues Register

M Status Report
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Review

Project Management for Everyone

Discuss what went right & wrong

1 Hold final review
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Review — Lessons Learned
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PM Tool Everyday Tool

Lessons Learned Document Email / Memo
(i send 3T cancel T address @ | Gl Bee | 235 el check L ]
il Send Options
ﬁ:;_:_‘,‘:_’,‘j; PMLE | e ]
i, B T I e |
Subject: [
l:amma—v\nzg p- st E =2 E — @R T

o v e

The George Washington University
[Project Name]

Lessons Learned - Final Report

—

« Gather key participants to
discuss lessons learned
Formally documents lessons » Capture important lessons
learned throughout the project which could help others
by phase engaged in similar activity
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Review — Final Review

Project Management for Everyone

PM Tool Everyday Tool

Project Approval Document Review of Project Workbook

Example Project Workbook - Microsoft Excel - =2 X
PMLC el i
Project Managresest Lite Cycin Pagelajout  Formuas Develgper  Acrapat @ - 7 X
AT PR L LLE SLEE
182 3
B3 - Q3 Jfe | News and home page content updates will include information and occurrences
=
The George Washington University =T a B c D
IPI’O](‘C( Name] 1| ¥ qui Name / Descripti Category Benefit
Pl'Ojel:t Transition Document o Department web page modifications shall conform to i Overall layout and color scheme will be consiste
esign
> design standards set forth by External Relations o GW standards and will continue to be easily upq
News and home page content updates will include Information contained on the front page needs I
2 |information and occurrences which have happened Content  |timely and current in order to encourage users
VT SR 3 \within the previous 6 manths continually return
Vervion:  [verson Humber
- Department managers will approve all content and Ensures all web site updates have been agreed
o oy 3 T Aot Governance ) it
p—— — 4 esign modifications the entire department
[t Organization chart and contact information shall be ordis i & i iattonink
rovides the most current organization informa
Prefurtmage . Bume of fraecstumpu] 4 |validated and made current as of the date of Content Bt AR B e wsbiite
fonmeary imsmanon] 5 publishing to the web site. P
- Time and date of the last update shall be displayed to Coteit Allows users to understand the currency of the
onten
6 the users information being presented
swans B M < b | Objectives <~ Stakehoider Matrx uirements List .~ Schedule ~ Communication Matri - Action Tren]
] eusting hoe tscument Appsoust Yo = ElE] 6= J: +,
Apprmmd sl
O mappeoved

Documents formal signature
approval of the project
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Review — Final Review

Project Management for Everyone

= =
IE ™ R R cR Ak . S— Example Project Workbook - PM for Everyone.xlsn!hﬁcmsoﬂ Euca- E@g
Haome Insert Page Layout Formulas Data Review View Acrobat [~ e o EH 22
W calibn - - === General - [} Conditional Formatting = g=lnsert + X - ﬂ [ﬁ
J Ly~ B 7 U~ | A A %E - % - % v | [BEFormatas Table - 2 Delete - m*
Paste = b Sort & Find &
JF B &-A- = | P %0 50 (=) Cell styles ~ Bl Format = | 2 Filter~ Select
Clipboard Ta | Font Fa | Alignment fa |  Mumber Fa | Styles [ Cells Editing [
Al -~ (= I | # ¥
A B C 1] E e
Requirement Name / Description Category Sub Catego Benefit
o] |- (-] [-] [-]
Travel policy updates shall specify preferred i Allows policy readers to know the preferred vendors. Ho
1 Travel Policy | Rental Car . . . A
2z rental car vendors alzo on the website, so not a "must have". =
Travel policy update shall clarify rental car i Ensures travelers understand when they are supposed to
2 . e Travel Palicy Rental Car )
3 insurance policies with the rental care company.
Travel policy shall revise and clarify business . . Reduce unallowed use of business class in order to redu
3 A A A Travel Policy Air
4 class travel rules for international flights EXPENSES.
2 Entertainment policy shall include @ per diem | Entertainment Per D Per Diem is not included in current travel policy. So this
er Diem
5 and clarify amounts Policy and must be clarified.
c Entertainment policy shall specify exlusions to | Entertainment Per D Exclusions aren't required for the policy, but will help cl
er Diem
6 company-paid expenses. Policy allowahle expenses.
Travel Policy should include after hours i Contact info could be included in the policy. However, b
i1 i . Travel Policy General i i i
7 contact information. change over time, we may want to simply refer to wehsiti+

M 4 » M| Action & Issue Register .~ Scope-Objectives .~ Stakeholder Matrix | Reguirements List . WBS . Schedule {4 [m | »

Ready

[EEER N ——C

» Review objectives & requirements e« Review lessons learned

» Discuss plan to close open actions

SCTEM
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Review

Project Management for Everyone

M Lessons Learned

M Project Workbook
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Summary

Project Management for Everyone

v Project Management Concepts
o Definition of a project
* Project Lifecycle
* Project Management Functions

o Triple Constraints
mj Time Management

Cost Management

m <\ Quality Management

HR Management

I Monitoring & Controlling Il

Communications Mgt

M/ Risk Management

Procurement Mgt

I—)m ) ) Resources
Project Integration
T THE GEORGE
SC )EM WASHINGTON
UMIVERSITY
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Summary

Project Management for Everyone

Project tools for everyday tasks & projects

 Define « Plan

- Clarification Memo - Project Workbook
- Stakeholder Matrix - Task Identification / WBS
- Requirements List - Schedule
- Communications Matrix
« Manage « Review
- Schedule / Proj Workbook - Lessons Learned Document
- Actions & Issues Register - Project Workbook

- Status Report
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Questions
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Thank Youll!

Project Management for Everyone

Adam Donaldson, PMP

Business Management & Analysis Group
Systems, Analytics & Insights Group
Phone: (202) 994-6867

Email: adonald@gwu.edu
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