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A
accepting risk as strategy, 164

accounts, closing, 273

accuracy of goals, 86

action item log, 238–241, 307

active listening, 48–49, 52

activities. See tasks

activity on node (AON), 120, 121,
121

administrative costs, in budget, 195

administrative time, and schedule
development, 182

agenda for kickoff meeting, 79–80,
301

appraisal costs, in cost of quality,
190

approval

of budget, 208

of project plan, 212–213

archiving documentation, 17, 282

arrow on arrow (AOA), 122, 122

assumptions, 322

identifying, 94–95

audience. See also receiver

information distribution based
on, 44–45

avoiding risk as strategy, 164

awarding contract, 142

B
bad news, 234

baseline for costs, 208–209

bell curve for PERT calculations, 175

benchmarking, 190, 322

bias of team members, 68

bids solicitation, 139–140

bottom-up estimating, 200, 322

brainstorming, 322

for requirements gathering, 90

for risk identification, 154

budget, 194–199, 322

approval, 208

change, 246, 253, 257

and project results, 263

checklist, 314

cost baseline, 208–209

creation process, 196–197

conflicts, 198–199

identifying items, 197–198

direct vs. indirect costs, 195–196

estimating techniques, 200–202

finalizing, 202–208

contingency reserve,
204–205

questions on estimates,
203–204

gathering documentation for,
196

project costs in, 194–195

schedule and, 172

signing authority for purchases,
206–207

budgeting skills, 40

bureaucracy, in functional
organization, 9

business justification, in charter, 76

business need, as project generator,
57

business risks, 149, 151–152

business rules, 91, 322

C
calendar, 186, 186. See also

schedule

maintaining, 34

cash flow, discounted, 63

certification, 26–29

chain of command, 8

change, 245

impact assessment, 253–257

reasons for, 246–248

responding to, 247–248

to scope, process for requesting,
102

tracking, 251–252

change control board, 250–251,
322

change management plan,
249–251, 322

change request, 308

charter, 300

creation, 73–78

business justification, 76

objectives, 76

project descriptions, 75

project overview, 76

purpose, 73–75

resource and cost estimates,
76

roles and responsibilities, 76

sample, 77–78, 78

sign-off, 77

strategic plan, 75–76

in kickoff meeting, 80

charts, 44

checklists, 39, 312–319

Index
Note to the Reader: Throughout this index boldfaced page numbers indicate 
primary discussions of a topic. Italicized page numbers indicate illustrations.
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budget items, 314

of common risks, 156–158, 312

implementation list, 319

project planning processes,
209–211, 313

project process checklist, 5–6,
269–273, 315–318

Closing phase of project life cycle,
20–21, 267, 322

celebration, 282–283

checklists, 319

closing accounts, 273

finalizing contracts, 274

happy endings, 268–273

lessons learned document,
277–279

project sign-off, 279–280

team release, 274–275

warranties, 275–276

collocated project teams, 9, 322

commitment, lack of, 67

committee

for project selection, 62

review

for project changes, 250

project concept document
for, 60–61, 61

steering, 71

communication, 233

of bad news, 234

as constraint, 96

lines of, 50

methods, 43–44

progress reports, 238–241

and project failure, 262–263

with stakeholders, 72

of style, 41–52

with team, 220

of team release from project,
274–275

tips for effective, 51–52

communication skills, 33

active listening, 48–49, 52

communications plan, 102–103,
303, 322

competition, in projectized
organization, 10

complexity of project, 152

compressing the schedule, 256

compromise, 225

CompTIA Project+ certification, 26,
28–29

confidence factor, 175–176, 322

conflict of interest, 236, 322

conflicts

in budget creation, 198–199

within team, 219, 220

resolving, 222–226

confrontation of problems, 226

consideration, 137

constraints, 23–26, 322

customer satisfaction, 24–25

defining, 96–97

juggling, 25–26

and project selection, 67

quality, 24

resources, 24

risks related to, 149

time, 23

consultants, 184

for feasibility studies, 68

on team building, 216

for team training, 132

contingency planning, 165–167,
322

contingency reserve, 166, 204–205,
322

contingency time, in schedule,
181–182

contract life cycle, 138, 322

contracts

finalizing, 274

for materials acquisitions,
137–142

awarding, 142

bids solicitation, 139–140

request for proposal,
138–139

supplier decision, 140–142

as risk transference, 165

control charts, 259–260

Controlling phase of project life
cycle, 20, 322

change management in, 246

measurement and control,
258–261

repeating within project, 260

corrective action, 241–242, 260,
323

cost baseline, 208–209, 323

cost-benefit analysis, 63, 190

cost estimates. See also budget

in charter, 76

in make or buy decisions, 135

cost of quality, 190–191, 323

crashing, 256–257, 323

critical path calculation, 177–180,
323

critical success factors, 92–93, 323

risks in, 150–151

customer, 4, 323

changes from, 246

project delivery to, 276–277

request as project generator,
57–58

as stakeholder, 71

customer satisfaction, 280–282

as project constraint, 24–25

D
deadlines, 23

costs of unrealistic, 207

missed, 263

decision making by sponsor, 70

delayed starts, and deadlines, 263

deliverables, 87–88, 323

phasing multiple, 88

vs. tasks, 106

Delphi technique, 323

for risk identification, 154–155

departments, transferring
employees between, 126

dependencies, 118–119

in critical path calculation, 179

dictionary, for work breakdown
structure, 114

direct costs, 323

Closing phase of project life cycle—direct costs
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in budget, 195–196

directory, of team members,
132–133

disciplining employees, 234

discounted cash flow, 63, 323

discounts from vendors, 201–202

documentation. See also charter

archiving, 17, 282

of assumptions, 94

for changes, 248

gathering for budget, 196

of lessons learned, 277–279

of past projects, for cost
estimates, 201

of problems, 223

of project information, 17

of quality management plan,
188–189

of stakeholder roles and
responsibilities, 70–72

duration estimates, for activities,
117–118

duration of project, adjusting,
183–184

dysfunctional teams, 221–222

E
e-mail, 37–38

etiquette, 51

formal vs. casual, 43–44

early dates in critical path, 179

earned value analysis, 259

Einstein’s rule, 70

emergency changes, 251

employee recognition, 230–231

equipment, acquisition, 133–137

Executing phase of project life cycle,
19, 215, 323. See also team

corrective action, 241–242

progress reports, 238–241

repeating within project, 260

expected value in PERT, 172, 323

formula for, 174–175

expert judgment, 323

for activity duration estimates,
117

for cost estimates, 201

expert power, 232

external failure costs, in cost of
quality, 191

external risks, 148, 152

extrinsic motivators, 228, 323

F
failed projects, 261–264

decision to end, 262

early warning signs, 262–264

failure costs, in cost of quality, 191

fast tracking, 256, 323

feasibility study, 67–68, 323

Finish to Finish dependency, 118

Finish to Start dependency, 118

fire-fighting zone for priorities,
35–36

float time, 178, 179, 324

folders, for e-mail management, 38

forcing, 225

forming stage of team
development, 218

forms. See templates for project
forms

functional managers

negotiating for team members
with, 130–131

as stakeholders, 71

functional organizations, 7–9, 8,
324

G
Gantt chart, 16, 109, 185, 185–186

generators of projects, 57–58

gifts, 236

goals, 84–86

defining, 234

and risks, 150

SMART goals, 85–86

graphs, 44

Guide to the Project Management
Body of Knowledge (PMBOK
Guide), 27

H
handoff, 18, 324

historical information, for risk
identification, 154

holidays, schedule adjustment for,
181

honesty, 234, 248

human resource costs, in budget,
194

I
identification codes, for work

breakdown structure, 114

idle time of team members, 10

images, 44

impact values of risks, 160

assigning ratings, 161

implementation list, 319

indirect costs, 324

in budget, 195–196

in make or buy decisions, 135

information management, 37–39

e-mail, 37–38

minimizing handling, 37

odds and ends, 39

voicemail, 38–39

information, receiver filtering of, 46

Initiation phase of project life cycle,
18–19, 56, 324

charter creation, 73–78

business justification, 76

objectives, 76

project descriptions, 75

project overview, 76

purpose, 73–75

resource and cost estimates,
76

roles and responsibilities, 76

sample, 77–78, 78

sign-off, 77

strategic plan, 75–76

kickoff meeting, 78–80, 217

agenda, 79–80, 301

project selection, 56–73

documentation of
stakeholder roles and
responsibilities, 70–72

feasibility study, 67–68

origin of projects, 56–58

directory—Initiation phase of project life cycle
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prioritization, 61–67

project requests, 59–61

sponsor interaction, 69–70

stakeholder meeting, 69

stakeholders’ competing
needs, 72–73

inputs

to life cycle phases, 21

from team, 220

inspection, 247, 259

insurance, 164–165

internal failure costs, in cost of
quality, 191

internal rate of return, 63–64, 324

internal risks, 148

interruptions, 49

interviewing

for cost estimates, 201

for risk identification, 156

intrinsic motivators, 227–228, 324

J
junk e-mail, 38

K
kickoff meeting, 78–80, 217

agenda, 79–80, 301

known risks, 148

L
late dates in critical path, 179

leaders, 323

vs. managers, 40

leadership power, 231–232

legal issues, as project generator,
58

lessons learned document,
277–279, 323

life cycle. See project life cycle

lines of communication, 50, 324

listening, active, 48–49, 52

looking-for-a-new-job zone for
priorities, 36

M
make or buy decision, 135–136

managers, 324. See also project
manager

of change, 251

influence in project selection, 66

vs. leaders, 40

and risks, 151

market demand, as project
generator, 57

marketability, and risks, 151

materials acquisitions, 133–137

contracting for, 137–142

awarding, 142

bids solicitation, 139–140

request for proposal,
138–139

supplier decision, 140–142

make or buy, 135–136

procurement plan, 136

questions to ask, 133–134

resource plan, 136–137

materials, supplies and equipment
list, 134, 304

matrix organizations, 10–13, 12, 324

measurable goals, 85

measurement, 247

mediator, 224, 324

meetings

of change control board, 252

kickoff meeting, 78–80, 217

for requirements gathering,
89–91

starting on time, 234

status updates in, 239–240, 259

mentoring, 184–185

Microsoft Project, 16, 185

milestones

chart of schedule for, 187

determining, 108–109

updates on, 240

and vendor payments, 137

mitigating risks, 165

most likely estimate in PERT, 173

motivation, 227–228

impact of change on, 247

N
negotiation

for team members, 130–131

techniques in team building,
222–226

network diagram, 119–122, 187,
187

activity on node (AON), 121, 121

arrow on arrow (AOA), 122, 122

precedence diagramming, 120,
120–121

nodes in diagram, 121, 121

noise in communication process, 45

Nominal Group technique, 324

for risk identification, 155–156

nonverbal cues, 48

norming stage of team
development, 219

notebooks, 17. See also
documentation

acceptance document, 280

charter in, 77

network diagram, 122

risk management plan, 167–168

scope management plan, 102

O
objectives of project, 84–86. See

also goals

in charter, 76

ongoing operations, vs. project, 3

open-door policy, 233

optimistic estimate in PERT, 173

organization

structure, 7–13

functional organizations,
7–9, 8

matrix organizations, 10–13,
12

projectized organizations,
9–10, 10

organizing techniques, 33–39

information management,
37–39

e-mail, 37–38

odds and ends, 39

voicemail, 38–39

inputs—organizing techniques
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priorities, 35–37

time management, 34–35

origin of projects, 56–58

out-of-scope change, 253

outline view, for work breakdown
structure, 114–115

outputs, from life cycle phases, 21

outsourcing, 184

oversight committee, 71

P
padding schedule, 182

paraphrasing, 49, 51

part-time employees, schedule
adjustment for, 181

payback period, 62–63, 324

people management, 41

performance

linking rewards to, 228–230

monitoring, 258–260

performing stage of team
development, 220

personal gain by project manager,
235

PERT (Program Evaluation and
Review Technique), 173–177,
324

estimates for, 176–177

pessimistic estimate in PERT, 173

planning

for contingencies, 165–167

and failed projects, 262

importance of, 14

revisions for budget reduction,
206

for risks, 151, 162–163, 167–168

team, 126–133

determining potential
members, 128–130

skills assessment, 127–128

Planning phase of project life cycle,
19, 83, 324

activity duration estimates,
117–118

agreement on deliverables,
84–88

deliverables, 87–88

goals and objectives, 84–86

assumptions definition, 94–95

for communications, 102–103

completion, 209–211

constraints definition, 96–97

dependencies, 118–119

milestones determination,
108–109

network diagram construction,
119–122

activity on node (AON), 120,
121, 121

arrow on arrow (AOA), 122,
122

precedence diagramming,
120, 120–121

processes, 210–211

repeating within project, 260

requirements discovery, 89–93

critical success factors,
92–93

gathering process, 89–92

responsibility assignment matrix,
116

scope statement, creation,
97–102

tasks and activities definition,
106–108

work breakdown structure,
110–115

identification codes, 114

organizing levels, 110–112

outline view, 114–115

work packages, 112–114

planning zone for proirities, 36

PMBOK Guide (Guide to the Project
Management Body of
Knowledge), 27

PMI (Project Management Institute).
See Project Management
Institute (PMI)

policies, on quality, 188

precedence diagramming, 120,
120–121, 324

prevention costs, in cost of quality,
191

primary constraint, 25

priorities, 35–37

determining, 61–67

probability, 159–160, 325

assigning ratings, 161

probability impact matrix, 160–161

problem-resolution techniques, in
team building, 222–226

procurement department, 199

procurement plan, 136, 325

product description, 75, 325

productivity, 228

and schedule development, 182

Program Evaluation and Review
Technique (PERT), 173–177,
325

estimates, 176–177

progress reports, 238–241

project concept document, 59,
59–61, 298–299, 325

project life cycle, 18–21, 325

Closing phase, 20–21, 267, 322

celebration, 282–283

checklists, 319

closing accounts, 273

finalizing contracts, 274

happy endings, 268–273

lessons learned document,
277–279

project sign-off, 279–280

team release, 274–275

warranties, 275–276

Controlling phase, 20, 322

change management in, 246

measurement and control,
258–261

repeating within project, 260

Executing phase, 19, 215, 323.
See also team

corrective action, 241–242

progress reports, 238–241

repeating within project, 260

Initiation phase, 18–19. See also
Initiation phase of project
life cycle

Planning phase, 19. See also
Planning phase of project
life cycle

recurring phases, 21, 260

risk in, 162–163

origin of projects—project life cycle
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project management, 2, 325

advantages of, 13–15

and risks, 151

skills for, 32–33. See also
organizing techniques

communication, 33

general management, 39–41

people management, 41

tools, 15–17

notebooks, 17. See also
notebooks

software, 16

templates for project forms,
16–17. See also
templates for project
forms

training and certification, 26–29

twenty-first century, 22–26

Project Management Institute (PMI),
325

local chapters, 28

Project Management
Professional certification,
26, 27–28

project manager

authority, 10

budget control, 206–207

charter appointment of, 74, 75

as information sender and
receiver, 47

as stakeholder, 71

and team creation, 216

team development role,
227–237

leadership power, 231–232

professional responsibility,
235–237

rewards, 227–231

trust and respect building,
232–233

project overview, in charter, 76

project plan, 172. See also planning

approval, 212–213

size of, 211–212

project planning processes
checklist, 209–211, 313

project process checklist, 5–6,
269–273, 315–318

project requests, 59–61

project sign-off, 279–280

project team directory, 132–133,
325

projectized organizations, 9–10, 10,
325

projects

approval, 268, 324

bird’s-eye view, 4–7

happy endings, 268–274

implementation, 276–277

vs. ongoing operations, 3

potential for failure, 261–264

decision to end, 262

early warning signs,
262–264

size, 4

what is, 2–3

promises, 233

punishment power, 231–232

Q
qualified vendors list, 139

quality

cost of, 190–191

management plan, 187–191,
305

documentation, 188–189

as project constraint, 24

risks and, 149

quantitatively based durations,
117–118

questionnaire

for risk identification, 154–155

on stakeholder satisfaction,
280–281

R
RAM (Responsibility Assignment

Matrix), 326

realistic goals, 86

receiver, 43, 46–47, 326

recruitment policies, and team
planning, 126

referent power, 232

regulations, and quality, 188

reminders, voicemail as, 38–39

reports. See progress reports

request for proposal (RFP),
138–139, 326

requests for information (RFI), 138

requests for quotations (RFQ), 138

requirements of project, 326

gathering process, 89–92

meeting, 89–91

necessary vs. nice, 91–92

residual risks, 166–167

resource estimates, in charter, 76

resource plan, 136–137, 326

resources

additional, and task length, 183,
184

charter commitment of, 74

as cost of quality, 190

costs in budget, 195

for crashing, 256

leveling, 184–185, 326

as project constraint, 24

risks and, 149

in schedule creation, 181

respect, referent power from, 232

responsibility assignment matrix,
116

in team planning, 128

Responsibility Assignment Matrix
(RAM), 326

return on investment, calculating,
62–64

review committee

for project changes, 250

project concept document for,
60–61, 61

reward power, 231

rewards, 227–231

non-monetary options, 230

rework, 190

RFI (requests for information), 138

RFP (request for proposal),
138–139, 325

RFQ (requests for quotations), 138

risk analysis, techniques, 158–162

risk management, 146–147,
167–168

risk tolerance, 162, 326

project management—risk tolerance
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risk triggers, 168, 326

risks, 146–158, 326

assumptions and, 95

checklist of common, 156–158,
312

constraint-related, 149

contingency planning, 165–167

and cost estimates, 204

identifying, 148–153

techniques for, 153–158

monitoring, 261

planning for, 151, 162–163

and project selection, 66–67

residual and secondary,
166–167

responding to, 163–165

types, 147–148

roles and responsibilities, in 
charter, 76

S
schedule

creation, 172–187

components, 172–173

critical path calculation,
177–180

PERT (Program Evaluation
and Review Technique),
173–177

display options, 185–187

calendar view, 186, 186

Gantt chart, 185, 185–186

milestone chart, 187

network diagram, 187, 187

working with, 180–185

adjustments, 182–185, 253,
255–257

contingency time, 181–182

duration reduction, 183–184

resources, 181

scope

change, 253, 254–257

management plan, 102

as planning priority, 84

scope creep, 110, 250, 326

scope management plan, 326

scope statement, 73, 302, 326

changing, 184

creation, 97–102

list of exclusions, 99

and risks, 150

roles and responsibilities listing,
99

sign-off, 101

as statement of work, 136

template, 100–101

scoring techniques, for project
selection, 64–65

screening systems, 326

in procurement process,
141–142

secondary risks, 166–167

sender, 43, 44–46, 326

project manager as, 47

sequencing tasks, 108

sign-off

for charter, 77

of project, 279–280

for scope statement, 101

skills assessment, 127–128, 326

SMART goals, 85–86

smoothing, 225

social needs, as project generator,
58

software

for cost estimates, 201

for cost tracking, 209

for project management, 16

SOW. See statement of work (SOW)

specificity of goals, 85

sponsor, 324

commitment by, 96

interaction with, 69–70

project plan approval by, 212

satisfaction of, 281

as stakeholder, 71

support for budget, 199

stakeholders, 22, 326

budget review by, 205

and change, 246

communication with, 42, 43,
262

competing needs, 72–73

conflict of interest, 236

for cost estimates, 201

documentation of roles and
responsibilities, 70–72

expectations of, 96

formal notice of project
acceptance, 280

meeting, 69, 241

progress reports for, 238

project plan approval by, 212

for requirements gathering, 89

risk tolerance levels, 162

satisfaction of, 280–281

and scope statement signoff,
101

treatment by, 226

standard deviation, 176

standards, and quality, 188

Start to Finish dependency, 119

Start to Start dependency, 119

statement of work (SOW), 100–101,
136, 326

and contract, 138

status reports, 238–241, 306

final, 279, 279–280, 309

status review meetings, 259

steering committee, 71

storming stage of team
development, 218–219

strategic plan, 326

and charter creation, 75–76

and project selection, 66

subprojects, 212

supervisors, having multiple, 11

suppliers. See vendors

supplies. See materials acquisitions

survey of stakeholders, for
requirements gathering, 90

T
task list, 34

risks in, 150

tasks

defining, 106–108

dependencies, 118–119

risk triggers—tasks
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duration estimates, 117–118

estimates and duration, 183

network diagram to display,
119–122

sequencing, 108

team

assembling, 216–222

changes in, 246

characteristics of effective,
220–222

kickoff meeting, 78–80, 217

agenda, 79–80

lessons learned document, 278

member roles, 234

negotiating for members,
130–131

personal attitudes, 131–132

planning, 126–133

determining potential
members, 128–130

skills assessment, 127–128

releasing members at project
close, 274–275

risks and skills of, 153, 263

staffing assignments, 131–133

as stakeholders, 71

team building, 216

development stages, 218–220

negotiation and problem-
resolution techniques,
222–226

project manager role in,
227–237

leadership power, 231–232

professional responsibility,
235–237

rewards, 227–231

trust and respect building,
232–233

team directory, 132–133

technology

as constraint, 97

as project generator, 58

templates for project forms, 16–17,
298–309

for action item log, 240, 307

change request, 254–255, 255,
308

for charter, 77–78, 78

communications plan, 103, 303

kickoff meeting agenda, 79, 301

materials, supplies and
equipment list, 134, 304

project charter, 300

project concept document, 59,
59, 298–299

for quality plan, 188–189, 189,
305

scope statement, 100–101, 302

skills definition by task, 129

for status reports, 239, 306

final, 309

time

as cost of quality, 190

as project constraint, 23

respect for others’, 234

and risks, 151

risks and, 149

time constraints

for activities, 117–118

rewards based on, 228–229

time frame for goals, 86

time management, 34–35

time value of money, 63

time-waster zone for priorities, 36

top-down estimating, 200, 326

training, 276

defining team needs, 132

in project management, 26–29

transferring employees between
departments, 126

transferring risk, 164–165

tree form of work breakdown
structure, 111, 111–112, 112

trend analysis, 259

trust, 232–233

U
undocumented changes, 247

unknown risks, 148

V
vacation, schedule adjustment for,

181

variance analysis, 259

vendors

assumptions of, 95

for cost estimates, 201–202

deciding on, 140–142

gifts from, 236

notification of contract
completion, 274

and risks, 152

soliciting bids from, 139–140

as stakeholders, 71

verbal communication, 43

video, 44

voicemail, 38–39

etiquette, 52

W
warranties, 275–276, 326

web resources, for project form
templates, 17

weighted selection-scoring model,
326

for projects, 65

for vendors, 140–141

withdrawal in conflict, 225–226

work breakdown structure,
110–115, 326

in budgeting process, 200, 202

identification codes, 114

for materials list creation, 133

vs. network diagram, 119–120

organizing levels, 110–112

outline view, 114–115

risks in, 150

work packages, 112–114

work packages, 326

for work breakdown structure,
112–114

workload, distributing, 184

written communication, 43–44

for change requests, 248

team—written communication
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