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	Introduction

The Purpose of this Workbook

This workbook is meant to serve as a planning guide mainly for the Project Manager, Team Leader or anybody who is involved in the project at the outset. It is an evolving document that will grow as wisdom is gained from completed projects.

This workbook is designed to get the project planner thinking in depth about project requirements, the team, the client, the project process, and the risks involved. Asking tough questions early in the project will force issues to the surface, hopefully making something right out of something that may feel wrong.


	A project's importance may not only be in terms of finance, but also in terms of public relations, technical knowledge gained, or increased access to a potential client.

Stakeholders are simply individuals and organizations who are involved in or may be affected by project activities.

A Work Breakdown Structure (WBS) is the ideal way to identify project tasks and will help team members understand the project. See page _ on how to create a WBS.
	
	Project Definition

· Briefly describe the project, i.e., what is the overall project goal? (Be sure to include the total budget for the project and when the project is to be completed)

· Have we done similar projects in the past? If so, what was learned from them?

· What is this project's importance?

· Who are the stakeholders in this project?

· What constraints is the project held to? 

· What are the assumptions about this project?

Breakdown the project into smaller sub-tasks, and then into smaller subtasks using a Work Breakdown Structure. 

· How will you measure success when the project is complete? Strictly by profitability, customer satisfaction, usability of the final product?


	In the project context, risk identification is also concerned with opportunities (positive outcomes) as well as threats (negative outcomes)
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If there are quite a few risks listed, you may want to develop a separate method for addressing risk throughout the project. 

Decision trees are excellent methods for identifying risks and responses to risk symptoms or “triggers” as they occur. An example of decision tree is presented below.

Examples of project uncertainties are 1) new technology that may be coming along in the client's IT department, 2) an impending merger of your client's company or potential personnel changes on the client side. 
	
	Project Risk

Risk Identification

It is important to publish the risks in the project plan so that the team is aware of them. What are some of the risks of this project?

Project Uncertainties

What are the uncertainties?




	Difficulties can range from logistical difficulties, such as your client being in a different city, to one member of your client team being resistant to the project.
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	Your Client

· What types of difficulties do you anticipate with this client? 

· How can you overcome these difficulties?

· What is your client's level of technical expertise? How will you convey technical knowledge to your client?

· Is your client familiar with the your project process? (i.e., does your client understand basic deliverables like a functional spec or a script, etc.?)

Reporting

How will you be reporting project status to your client? How often you plan to do it?




	Closeout criteria are measurable statements that help define when the project is complete and will help the client to understand when your team’s work is done. It includes a checklist of all major requirements that must be in place prior to closing the project.

TIPS

· Stay away form interim milestones.

· Avoid sequencing closeout items

· Don't put dates on closeout criteria.
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Examples of internal obstacles are burnout from team members, a change in office location and switching resources.

In a project network diagram, the series of activities which determines the earliest completion of a project is called the Critical Path. The critical path will generally change from time to time as activities are completed ahead of or behind schedule. Any activity on a critical path is called critical activity.
	
	The Process

· How often will you hold team meetings?

· How will you know when the project is complete? Is there closeout criteria for the project?

· What internal obstacles do you anticipate along the way? How can you look to prevent them? 

Project Life-Cycle

· How would you map the project life-cycle? An example of a project life cycle is given below. Mapping this out may help management understand the overall resource needs throughout the project/

· What is your critical path?

· In general terms, what is the Quality Assurance strategy? Will it be necessary to incorporate a Quality Assurance plan





When developing a project schedule, in Microsoft Project for example, prepare one schedule that can serve the client as well. Fine details of the schedule can be rolled-up and hidden when presenting the schedule to the client.

	
	
	The Schedule

Has the client imposed a strict deadline on the project?

List any other milestones that you are aware of.

[image: image4.png]6619.T Budget BOP Reports Implementation Plan

P anane

o @ [t su o TR TR T TR TR TR L T TR To T T e T T T e T
0 o o e B e 8] Wed O pp——

T B oy e m| veaonowa| P——

I EICTTTTn e |

TR T | 1

ERE IR e f

ENE] e vER T

e e TER ]

HEIR e e
EREIRETS T
I I

Ik
L








	A project champion is someone very close to the design who promotes it's production and use when finished.


	
	Your Team

What type of team members do you need for this project? What skill sets are you looking for?

Who do you see as the project champion?

Are their special roles that you would like your team members to play? For example, it may be necessary to have your Account Executive act in a strong hand-holding role if your client is squeamish about the project, or you may need to seek an advisor who is very close to the project subject matter.

Create a diagram that outlines the team members, their responsibilities as it relates to this project, and their roles, if possible. Use the example diagram below.
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	Technical & Media

· Briefly describe the technology and media that will be used in this project.

· Does your client understand the technology and media being used?

· Do you and your team understand the technology and media being used? If not, how can they get the training they need?

· Does the project need a Technical Director? An Art Director? If so, define what you think his/her role should be.




	
	
	Notes
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