
• Numerics •
8/80 Rule, 72
14 Points for Quality (Deming), 138–140

• A •
accuracy in communication, tips for

ensuring, 80–81
acknowledgments section of lessons

learned documentation, 339–340
active listening, 95
activity duration estimates assumptions,

documenting project, 173
constraints, documenting project,

173–174
first-time, first-use penalty affecting, 176
influencers, 173–176
law of diminishing returns affecting,

175–176
overview, 172
resource requirements and capabilities,

175–176
risks, considering project, 174–175

actual cost (AC)
formula for, 285
overview, 282–283, 287–288
project costs, 274

ad-hoc meetings, 105
advice for future project managers, 341–342
agenda for status meetings, 310–311
American Society of Quality (ASQ), 140
analogous estimate, creating, 177–178
assumptions

cost estimates, included in, 196
documenting project, 173
project scope statement, included in, 68

audits
of goods and services from vendors, 261
overview, 297
of work and deliverables, 320–322

automating communication, 
105–106, 309–310

• B •
BAC (budgeted at completion), 286
bad news, communicating, 312, 367–368
balanced matrix structure, 158
baselines, using project, 299–300
begging for cash, 206–207
benchmarking, 217, 297
benefit comparison as method of selection

of projects, 45
benefit/cost analysis, 217
benefit-cost ratios, 47
better approach, documenting, 341
better project methods

communicating good and bad news,
367–368

communicator, being a good, 360
documentation tips, 365
failure, recognizing potential, 363–364
hosting a successful project meeting,

365–367
leadership skills, showing, 361
planning as iterative process, 364
project plan, creating the right, 361–362
questions, asking the right, 359–360
rules, establishing, 367
sponsor, finding the correct, 362

bidders’ conference, 248–249
Blanchard, Ken (Managing 

For Dummies), 53
blue dollars, 16, 199
body language, 95
brainstorming, 114, 223
breakdowns in communication, 

avoiding, 85–88
Budd, Charles I. and Charlene S. (A

Practical Guide to Earned Value 
Project Management), 284

budget
constraints, 64–65
estimate, creating, 194
exceeding your, 202–207
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budget (continued)
problems recognized before you get to the

root cause analysis stage, 207–208
problems your bosses know about but

haven’t addressed, dealing with, 208
under budget, coming in, 134–135

budgeted at completion (BAC), 286
business analysis, 30
business risks, 108–110

• C •
calendar, 100–101
cardinal approach to risk ranking, 114
causal factor charting, 204
cause and effect diagram, 30, 31
celebrating your success, 324
Certified Associate in Project Management

(CAPM) certification, 373, 374
change. See also controlling process group

expectation of, 279
quality considered when making, 144–145

change control board (CCB), 269–270
change control system, 18, 269–271
charters, 34–36, 54
closing the project

case study for, 328–331
celebrating your success, 324
checklist for, 316
completing the project, 322–328
overview, 38–39, 315–316
project team, releasing project team

members from, 325–328
quality control, completing, 317–318
scope verification, 317–319
system turnover activities, 323
vendor contracts, closing out, 

260–262, 319–322
code of accounts, using, 73–74
code-and-fix model, 118
coercive power, using, 240–242
coffee talk, 105
communicating project performance

automating project communications,
309–310

bad news, communicating, 312, 367–368
communication management plan, relying

on the, 308
e-mail, communicating via, 312

good news, communicating, 312, 367–368
overview, 308
status meetings, hosting, 310–311

communication
accuracy in, tips for ensuring, 80–81
across the enterprise, 87–88
active listening, 95
ad-hoc meetings, 105
automating, 105–106
of bad news, 312, 367–368
body language, 95
breakdowns in, avoiding, 85–88
calendar, 100–101
coffee talk, 105
communication channels, 

calculating, 88–91
conference/phone calls, 104
e-mail, 104–105
with executive layer of organization,

96–97
FAQ, creating, 85–86
feedback, 95
formal communication, 104–105
with functional management layer of

organization, 97–98
of good news, 312, 367–368
ineffective communication, 82–83
informal communication, 105
instant messaging, 105
layers in organization, 96–100
modalities for, 104–106
need for, defining when there is a,

100–103
nonverbal communication, 95
overview, 80
paralinguistics, 95
presentations, 104
with programmers, 83–84, 98–99
project management information system

(PMIS), 105–106
project summary reports, 97
with project team, 98–99
reports, 104
schedule, 100–101
stakeholder meetings, hosting, 102, 103
team meetings, hosting, 102
text messaging, 105
what you (project manager) need to hear,

99–100
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communication channels, 
calculating, 88–91

communication management plan
building, 91–95
communication explanation, 92
communication responsibility matrix,

93–94
duration, 92
frequency, 92
modality, 92
overview, 91
purpose, 92
relying on, 308
responsibility, 92–93
ten-minute meetings, setting up, 94

communication responsibility 
matrix, 93–94

communicator, being a good, 360
competence constraints, 65
completing the project, 322–328
composite structure, 161
compromising on contracts, 259–260
compromising used to resolve conflicts, 60
conference/phone calls, 104
conflicts

compromising used to resolve, 60
cost conflicts, 59
forcing used to resolve, 60
personality conflicts, 59
policy and procedure conflicts, 59
priority conflicts, 59
problem solving used to resolve, 60
project team conflicts, managing, 234–238
resolving, 60–61
resource conflicts, 59
schedule conflicts, 59
smoothing used to resolve, 60–61
sources of common, 58–60
technical belief conflicts, 59
withdrawal used to resolve, 61

consensus, reaching project, 30–31
constrained optimization as method of

selection of projects, 45
constraints

budget constraints, 64–65
competence constraints, 65
cost constraints, 14, 16
cost estimates, included in, 196
documenting project, 173–174

management constraints, 65–66
overview, 13–16
resource constraints, 65
schedule constraints, 64
scope constraints, 14, 16, 17–18
technology constraints, 65
time constraints, 13, 15–16
universal project constraints, 13–14

contingencies, planning for, 198–199
contingency reserve, 117–118, 198
contracts

administering, 255–260
closing out, 319–322
compromising on, 259–260
extraneous work and materials, 258
free on board (FOB) point, 257
overview, 255
payment terms, 258
problem solving for, 259–260
risk management effecting, 257
statement of work (SOW), creating,

258–259
terms and conditions in, writing, 256–258
type of, selecting, 256

contributors section of lessons learned
documentation, 339–340

control charts, 297, 306–308
control of project, 38
controlling process group

overview, 266
project costs, controlling, 272–275
project schedule, controlling, 275–279
project scope, controlling, 266–272

cost
conflicts, 59
constraints, 14, 16
finding vendors, 246
of nonconformance to quality, 144
prioritizing, 64
of quality, 144
questions about, 42

cost estimates
accurate estimate, creating, 195–196
assumptions included in, 196
blue dollars, 199
constraints included in, 196
contingencies, planning for, 198–199
controlling project costs, 199–202
definitive estimate, creating, 194–195
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cost estimates (continued)
guidelines for creating, 192–193
managing, 200–202
overview, 191–192
product scope included in, 196
profitability of project, considering,

197–198
project plan used to create, 200
project scope changes, actual cost of,

201–202
project scope included in, 196
range of variance included in, 196
reviewing costs and performance,

200–202
rough estimate, creating, 193–194
timeframe included in, 196
variance analysis included in, 202
variance report, 208
work-for-hire accounting, 199

cost performance index (CPI), calculating,
292–293

cost risks, 115
cost variance (CV)

calculating, 289–290
overview, 274–275

cowboy personality, avoiding, 160
“Cramming More Components onto

Integrated Circuits” (Moore), 21
crashing the project, 188–189
critical path, calculating, 181–182
current state of project to future state of

project, moving from, 32–33

• D •
data collection for root cause analysis,

203–204
decisions, forcing, 238–239
decomposition of project scope 

statement, 71
definitive estimate, creating, 194–195
deliverables included in project scope

statement, 68
delivering exactly what is promised, 17
Delphi method, 114, 223
Deming, W. Edwards (14 Points for

Quality), 138–140

development language, 51
Dhanraj, Karen (The Practical Guide 

to Project Management 
Documentation), 343

discretionary dependencies, 171
documentation

of conflicts and resolutions, 237–238
help systems, 346
lack of, 345
lessons learned documentation, 335–342
look-and-feel document, 334
method of, 335
operational transfer, establishing,

343–344
overview, 130
poorly written documentation, 345
project scope used as reference for, 343
scope of, 335
style guide, 334
target audience for, 335
teamwork’s importance when writing, 334
tips for, 365
user manual, 342–343

doomed projects, recognizing, 54
dream team, building, 52–53

• E •
EAC (estimate at completion), 286, 288–289
earned value (EV)

calculating, 287
formula for, 285
overview, 282–283
project costs, 274

earned value management (EVM)
actual cost (AC), 282–283, 285, 287–288
budgeted at completion (BAC), 286
cost performance index (CPI),

calculating, 292–293
cost variance (CV), calculating, 289–290
earned value (EV), 282–283, 285, 287
estimate at completion (EAC), 

286, 288–289
estimate to complete the project (ETC),

determining, 289
formulas, 284–286
overview, 281–282
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planned value (PV), 282–283, 284–285, 286
schedule performance index (SPI),

calculating, 293–294
schedule variance (SV), calculating,

290–291
using, 303
values, calculating, 286–294
variance analysis, 289–292
variance at completion (VAC), evaluating,

291–292
worth of project, determining, 283–284

Economy, Peter (Managing 
For Dummies), 53

ego, leading with your, 351–352
8/80 Rule, 72
Elledge, Robin L. (Team Building for the

Future: Beyond the Basics), 234
e-mail, 104–105, 312
emergency change requests, 270–271
enterprise-wide communication, 87–88
estimate at completion (EAC), 286, 288–289
estimate to complete the project (ETC),

determining, 289
estimating cost of change, 273
estimating impact of change on project

schedule, 277–278
EV. See earned value
evaluations for project team, 326–328
EVM. See earned value management
examining project scope, 267–269
exclusions included in project scope

statement, 68
execution of project, 38
executive layer of organization,

communication with, 96–97
executives, questions to ask, 28
executives’ selection of projects

benefit comparison as method of
selection, 45

constrained optimization as method of
selection, 45

murder boards, 46
overview, 44–45
return on investment (ROI), 46–49
scoring model, 46

expectancy theory, 244
expeditor, 157
expert power, relying on, 239–240

external dependencies, 170
extraneous work and materials, 258
extreme programming, 37
eXtreme Programming in Action: Practical

Experiences from Real World Projects
(Lippert, Roock, & Wolf), 37

• F •
failed projects, management of, 19
failure

avoiding project team, 353
documenting, 340–341
early on, likelihood of, 112–113
ego, leading with your, 351–352
hovering over project team, 353–354
inconsistency leading to, 355–356
Iron Triangle, not maintaining, 352
nothing, doing, 356–357
planning, lack of, 349–350
recognizing potential, 363–364
risk management, ignoring, 350–351
schedules, creating unrealistic, 354–355
timidness leading to, 357–358

FAQ, creating, 85–86
fast tracking the project, 189
feasibility risks, 115
feasibility study

conducting, 34
overview, 42–43
subject matter expert (SME) used to

create, 43–44
feedback, 95
finish-to-finish relationship, 169
finish-to-start relationship, 169
first project team meeting, hosting your,

161–162
first-time, first-use penalty, 23–24, 176
fishbone diagram, 30, 31
Fleck, Laverne (The Practical Guide 

to Project Management 
Documentation), 343

float
advantages of, 185
applied to project, 184–185
calculating, 182–184

forcing used to resolve conflicts, 60
forecasting schedule variances, 278–279
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formal communication, 104–105
formulas

actual cost (AC), 285
earned value (EV), 285
earned value management (EVM),

284–286
planned value (PV), 284–285

14 Points for Quality (Deming), 138–140
fragnets, identifying, 172
free on board (FOB) point, 257
functional management, 28–29, 97–98
functional manager, 157
functional organization, 157–158
functions included in project scope

statement, 69
future value, finding, 48

• G •
Gantt chart, 186
goals, establishing project, 296
gold-plated software, avoiding, 134–135
good news, communicating, 312, 367–368
grade compared to quality, 135–136
Guide to the Project Management Body of

Knowledge (PMBOK), 283, 288

• H •
halo effect, 244
Happy Yarns (case study), 74–75
hard logic, using, 171
hardware, 52
Harris, James (The Practical Guide 

to Project Management 
Documentation), 343

Health Insurance Portability and
Accountability Act of 1996 
(HIPPA) regulations, 63

Heldman, Kim (Project Manager’s Spotlight
on Risk Management), 130

help systems, 346
Hertzberg, Frederick (The Motivation to

Work), 243
Hertzberg’s Theory of Motivation, 243–244
historical information, using, 336

hosting
bidders’ conference, 248
status meetings, 310–311
successful project meeting, 365–367

hovering over project team, 353–354
human resources

expectancy theory, 244
halo effect, 244
Hertzberg’s Theory of Motivation,

243–244
management plan for project team, 163
McGregor’s Theory X, 244
McGregor’s Theory Y, 244
Ouchi’s Theory Z, 244
risk, 115
theories of, 243–244

• I •
inconsistency leading to failure, 355–356
industry-specific regulations, 63
ineffective communication, 82–83
influences included in project scope

statement, 70
informal communication, 105
in-house quality solutions, 142
initiation of software project

charters, 34–36, 54
cost, questions about, 42
current state of project to future state of

project, moving from, 32–33
doomed projects, recognizing, 54
executives’ selection of projects,

understanding of, 44–49
feasibility study, 34, 42–44
overview, 25
politics, how to deal with, 31–32
process groups, 32–39
product description, 34, 35, 49–51
product scope, 50
purpose, identifying project, 25–31
stakeholders, 39–41
wish list, creating, 51–54

instant messaging, 105
integrated change control, 145
International Organization for

Standardization (ISO), 137
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interviewing
project team, 152–155
stakeholders, 57–58
used to gather information for risk

management plan, 223
Iron Triangle

not maintaining, 352
overview, 14–15
quality in, 142–143
scope creep affecting, 17–18

Ishikawa diagram, 30, 31
ISO 9000, 137

• J •
Jackson, Steve (The Practical Guide 

to Project Management 
Documentation), 343

• K •
Kennedy, Scott (The Practical Guide 

to Project Management 
Documentation), 343

key stakeholders, 39
kill points, 206
knowledge areas, 11–12, 215
known unknowns, 198

• L •
lag time, 169
law of diminishing returns, 15, 175–176
layers in organization and communi-

cation, 96–100
lead time, 169
leadership

overview, 23
potential, asking questions that 

facilitate, 154
skills, showing, 361

lessons learned documentation
acknowledgments section, 339–340
advice for future project managers,

341–342
better approach, documenting, 341
contributors section, 339–340

documentation tips, 365
failures, documenting, 340–341
historical information, using, 336
lessons learned spreadsheet created at

the beginning of the project, 336–337
overview, 22
successes, documenting, 340
summary section, 338–339

life cycle of project team, 230–232
linguist personality, avoiding, 160
Lippert, Martin (eXtreme Programming in

Action: Practical Experiences from 
Real World Projects), 37

look-and-feel document, 334
lost time, documenting, 22

• M •
make or buy decision, 245
management by projects, 13
management constraints, 65–66
Managing For Dummies (Nelson, Economy,

& Blanchard), 53
mandatory dependencies, 171
market conditions, considering, 250–251
matrix structure, 158–159
McGregor, Douglas (HR theories), 244
McGregor’s Theory X, 244
McGregor’s Theory Y, 244
members, conflict with, 236–237
Microsoft Project Server, 106
Microsoft Project 2003 For Dummies

(Stevenson), 213, 276, 302
milestones, determining realistic 

project, 298
mistakes in project scope, correcting,

271–272
mitigating risks, 128–129
modalities for communication, 104–106
monitoring risks, 224–225
Moore, Gordon

“Cramming More Components onto
Integrated Circuits,” 21

Moore’s Law, 21
Moore’s Law, effects of, 21–22
more time, requesting, 188
The Motivation to Work (Hertzberg), 243
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mouse personality, avoiding, 160
murder boards, 46
Myers, Selma G. (Team Building for Diverse

Work Groups), 233

• N •
needs, determining your project, 148–152
negotiating for best solution with vendors,

253–255
Nelson, Bob (Managing For Dummies), 53
net present value (NPV), finding, 48–49
nonverbal communication, 95

• O •
Occupational Safety and Health Admin-

istration (OSHA) regulations, 63
off-topic discussions, 311
operational transfer, establishing, 343–344
operations

projects compared, 12–13
questions to ask, 29

optimal quality, 143–144
ordinal approach to risk ranking, 114
organizational policies, working with,

162–163
organizational structures

balanced matrix structure, 158
composite structure, 161
functional organization, 157–158
matrix structure, 158–159
overview, 156–157
projectized structure, 159–160
strong matrix structure, 158
weak matrix structure, 158
working with, 155–161

OSHA (Occupational Safety and Health
Administration) regulations, 63

Ouchi, William (Theory Z), 244
Ouchi’s Theory Z, 244
overbudget

begging for cash, 206–207
kill points, 206
overview, 202–203
project scope, reducing, 205–206
root cause analysis to determine why you

are, 203–204

• P •
Pacific Edge, 106
paralinguistics, 95
parametric estimate, creating, 178
Pareto charts, 297, 303–306
Parkinson’s Law, 179
paying vendors, 322
payment terms in contracts, 258
performance improvement plan (PIP), 240
performance reporting, accuracy in,

300–301
personality conflicts, 59
personality types to avoid for project

team, 160
PERT (program evaluation and review

technique), 179–180
Phillips, Steve L. (Team Building for the

Future: Beyond the Basics), 234
planned value (PV)

calculating, 286
formula for, 284–285
overview, 282–283

planning process
extreme programming, 37
iterative process, planning as, 364
lack of, 349–350
methodologies for formal project

management planning, 37
overview, 36–37, 296–298
rolling wave planning, 37
scrum, 37
spreadsheet of mistakes and 

successes, 36
PMBOK (Guide to the Project Management

Body of Knowledge), 283, 288
PMI. See Project Management Institute
PMIS (Project Management Information

System), 105–106, 212–213, 302
PMP certification. See Project Management

Professional (PMP) certification
PND. See project network diagram
policy and procedure conflicts, 59
politics, how to deal with, 31–32
poorly written documentation, 345
The Power of Team Building: Using Rope

Techniques (Snow), 233
powers of project manager, 238–243
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PQM. See project quality management
A Practical Guide to Earned Value Project

Management (Budd & Budd), 284
The Practical Guide to Project Management

Documentation (Rakos, Dhanraj,
Kennedy, Fleck, Jackson, & Harris), 343

predecessor activities, 169
present value, finding, 47
presentations, 104
price negotiation with vendors, 253–254
Primavera, 106
priority conflicts, 59
proactive communication, 22
problem solving

for contracts, 259–260
used to resolve conflicts, 60

process groups, 19–20, 32–39
procurement

closing the vendor contract, 260–262
contracts, administering, 255–260
described, 53, 245
finding a vendor, 246–250
negotiating for best solution with vendor,

253–255
selecting vendors, 250–253

procurement metrics, 297
product description, 34, 35, 49–51
product scope

cost estimates, included in, 196
overview, 16, 50
project scope compared, 55–56
quality in, 132
stakeholder analysis used 

to determine, 56–58
profitability of project, considering,

197–198
program evaluation and review technique

(PERT), 179–180
programmers, communication with, 

83–84, 98–99
project calendar, working with, 185–186
project communications management, 11
project coordinator, 157
project costs

actual cost (AC), 274
controlling, 199–202, 272–275
cost variance (CV), 274–275
earned value (EV), 274

estimating cost of change, 273
management, 11
variance, 273, 274–275

project duration estimate
analogous estimate, creating, 177–178
overview, 176–177
parametric estimate, creating, 178
rough order of magnitude estimate, 177
time estimates, 176–178

project human resources management, 11
project integration management, 12
project management

change control system, 18
constraints, 13–16
delivering exactly what is promised, 17
of failed projects, 19
Iron Triangle of project 

management, 14–15
knowledge areas, 11–12, 215
law of diminishing returns, 15
leadership compared, 23
overview, 10–12
process groups, 19–20
of successful projects, 18

Project Management Information System
(PMIS), 105–106, 212–213, 302

Project Management Institute (PMI)
CAPM certification, 373–374
membership benefits of, 369–370
overview, 11, 369–370
PMP certification, 370–374

Project Management Professional (PMP)
certification

advantages of, 371
CAPM certification compared, 374
others, what it says to, 371
overview, 370–371
professional development units 

(PDUs), 373
requirements for, 370–371
steps for, 372–373

project manager
coercive power, using, 240–242
decisions, forcing, 238–239
expert power, relying on, 239–240
overview, 238
powers of, 238–243
rewarding the project team, 242–243
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Project Manager’s Spotlight on Risk
Management (Heldman), 130

project metrics
audits, 297
benchmarking, 297
communicating project performance,

308–312
control charts, 297
earned value management (EVM), 297
goals, establishing project, 296
milestones, determining realistic 

project, 298
overview, 296
Pareto charts, 297
planning, 296–298
procurement metrics, 297
tracking plan for, implementing a, 298–302
tracking project performance, 302–308

project network diagram (PND)
activities, categorization of, 168
applying float to project, 184–185
calculating float, 182–184
creating, 170–171
critical path, calculating, 181–182
discretionary dependencies, 171
external dependencies, 170
finish-to-finish relationship, 169
finish-to-start relationship, 169
fragnets, identifying, 172
hard logic, using, 171
lag time, 169
lead time, 169
mandatory dependencies, 171
network templates for, 171
overview, 166–167
predecessor activities, 169
preparation for, 168–172
relationships in, 169
soft logic, using, 171
start-to-finish relationship, 169
start-to-start relationship, 169
subnets, identifying, 172
successor activities, 169
time estimates, 166–172, 181–185

project plan
benchmarking, 217
benefit/cost analysis, 217
project quality management (PQM),

213–216

quality assurance, 217–218
quality audits, 217–218
quality policy, following, 218–219
risk management plan, 219–227
used to create cost estimates, 200
work authorization system (WAS),

211–213
project procurement management, 12
project quality management (PQM)

overview, 11, 213–216
quality assurance, 214
quality control, 214
quality planning, 214

project reviews, 226
project risk management, 12
project scope

avoiding mistakes, 272
change control board (CCB), 269–270
change control system for, 269–271
changes, actual cost of, 201–202
controlling, 266–272
creating, 67–70
emergency change requests, 270–271
examining, 267–269
included in cost estimates, 196
management, 11
mistakes, correcting, 271–272
overview, 16, 17
product scope compared, 55–56
proposed change to, determining 

value of, 271
quality in, 133–134
reducing, 205–206
scope creep, 266–267
used as reference for documentation, 343
what not to include in, 70

project scope statement
assumptions included in, 68
decomposition of, 71
deliverables included in, 68
exclusions included in, 68
functions included in, 69
influences included in, 70
other projects included in, 70
project scope, 68–70
technical structure included in, 69
what to include in, 68–70

project sponsor, 40
project summary reports, 97
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project team
avoiding project team, 353
communication with, 98–99
conflicts, managing, 234–238
cowboy personality, avoiding, 160
documenting conflicts and resolutions,

237–238
evaluations for, receiving, 326
evaluations for, writing, 326–328
first project team meeting, hosting your,

161–162
hovering over project team, 353–354
human resources management plan 

for, 163
interviewing, 152–155
leadership potential, asking questions

that facilitate, 154
life cycle of, 230–232
linguist personality, avoiding, 160
members, conflict with, 236–237
mouse personality, avoiding, 160
needs, determining your project, 148–152
organizational policies, working with,

162–163
organizational structures, working with,

155–161
overview, 39–40
performance improvement plan (PIP), 240
personality types to avoid for, 160
project manager, powers of, 238–243
releasing project team members from,

325–328
resource management, asking questions

that facilitate, 153–154
resource pool, inspecting, 150
rewarding, 242–243
rock personality, avoiding, 160
roles and responsibilities matrix,

creating, 149–152
stakeholders, conflict with, 235–236
STAR interview method, 155
talent, finding the, 152
team-building exercises for, 233–234
training, 232
uncle personality, avoiding, 160
work breakdown schedule (WBS),

148–149
project time management, 11
projectized structure, 159–160

proposed change to project scope,
determining value of, 271

pure risks
overview, 108
in software projects, 109

purpose of project
business analysis, 30
consensus, reaching project, 30–31
identifying, 25–31
interviews used to determine, 30
overview, 25–26
root cause analysis, 30
stakeholders, talking to, 26–29

PV. See planned value

• Q •
qualitative risk analysis, 113, 116, 117
quality

budget, coming in under, 134–135
changes, considering quality when

making, 144–145
cost of, 144
cost of nonconformance to, 144
defined, 131–132
gold-plated software, avoiding, 134–135
grade compared, 135–136
in Iron Triangle, 142–143
optimal quality, 143–144
overview, 131–132
policy, 136–142
in product scope, 132
in project scope, 133–134

quality assurance (QA)
overview, 136
project plan, 217–218
project quality management (PQM), 214

quality audits, 217–218
quality control

completing, 317–318
overview, 214

quality of product from vendors, 255
quality planning, 214
quality policy

following, 218–219
14 Points for Quality, 138–140
in-house quality solutions, 142
ISO programs, 137
overview, 136
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quality policy (continued)
Six Sigma methodology, 140–141
Total Quality Management (TQM),

137–140
quality risks, 115
quantitative risk analysis, 116–117

• R •
Rakos, John (The Practical Guide to Project

Management Documentation), 343
range of variance

included in cost estimates, 196
overview, 27

ranking risks, 114–116
regulations, 63
reports, 104
request for information (RFI), 247
request for proposals (RFPs), 249–250
requirements document, 66
residual risks, 130, 226
resolving conflicts, 60–61
resource calendar, working with, 186–187
resource conflicts, 59
resource constraints, 65
resource management, asking questions

that facilitate, 153–154
resource pool, inspecting, 150
resource requirements and capabilities,

175–176
resource-leveling heuristics, using, 187
return on investment (ROI)

benefit-cost ratios, 47
future value, finding, 48
net present value (NPV), finding, 48–49
overview, 46–47
present value, finding, 47

reviewing costs and performance, 200–202
rewarding project team, 242–243
RFI (request for information), 247
RFPs (request for proposals), 249–250
risk assessment, 22
risk impact matrix, 114–116, 117
risk management

accepting risks, 129
avoiding risks, 127
brainstorming, 114
business risks, 108, 109–110
cardinal approach to risk ranking, 114

code-and-fix model, 118
contingency reserve, 117–118
cost risks, 115
Delphi method, 114
documentation, 130
effecting contracts, 257
failure early on, likelihood of, 112–113
feasibility risks, 115
human resources risk, 115
identifying risks, 113–114
ignoring, 350–351
mitigating risks, 128–129
ordinal approach to risk ranking, 114
overview, 107–108
pure risks, 108, 109
qualitative risk analysis, 113, 116, 117
quality risks, 115
quantitative risk analysis, 116–117
ranking risks, 114–116
residual risks, 130
risk impact matrix, 114–116, 117
risk opportunities, 108
risk response plan, preparation of,

126–129
risk threshold, 129–130
risk trigger, 129–130
scope risks, 115
scrum development model, 124–126
secondary risks, 130
software models for, 118–126
spiral model, 121–122
stakeholder expectations risk, 115
stakeholder risk tolerance, 111–112
technical accuracy risk, 115
technology risks, 110–111
time risks, 115
transferring risks, 128
utility function, 111–112
V model, 123–124
waterfall model, 119–120
in your organization, 113–116

risk management plan
brainstorming used to gather 

information for, 223
controlling risks, 224–225
Delphi used to gather information for, 223
effectiveness of, documenting, 226
gathering information to identify real

risks, 222–224
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interviewing used to gather 
information for, 223

monitoring risks, 224–225
overview, 219–220
processes involved with, 221–222
project plan, 219–227
project reviews, 226
residual risks, 226
risk probability and impact matrix,

223–224
root cause analysis used to gather

information for, 223
secondary risks, 225–226
setup for, 220–221
SWOT analysis used to gather

information for, 223
typical risks, examining, 221

risk opportunities, 108
risk probability and impact matrix, 223–224
risk response plan

accepting risks, 129
avoiding risks, 127
mitigating risks, 128–129
overview, 126–127
preparation of, 126–129
transferring risks, 128

risk threshold, 129–130
risk tolerance and finding a vendors, 246
risk trigger, 129–130
rock personality, avoiding, 160
ROI. See return on investment
roles and responsibilities matrix, creating,

149–152
rolling wave planning, 37
Roock, Stephen (eXtreme Programming in

Action: Practical Experiences from 
Real World Projects), 37

root cause analysis
causal factor charting, 204
data collection for, 203–204
identifying root cause, 204
overbudget, to determine why you are,

203–204
overview, 30, 203
reacting to causes, 204
risk management plan, used to gather

information for, 223
rough estimate, creating, 193–194
rules, establishing, 367

• S •
Sarbanes-Oxley Act, 27
Sarbanes-Oxley compliance (SOX)

regulations, 63
Sarbanes-Oxley For Dummies

(Welytok), 27, 63
schedule performance index (SPI)

calculating, 293–294
overview, 278

schedule variance (SV), calculating,
290–291

schedules
conflicts, 59
constraints, 64
controlling, 275–279
crashing the project, 188–189
creating, 185–189
creating unrealistic, 354–355
estimating impact of change on, 277–278
fast tracking the project, 189
forecasting schedule variances, 278–279
Gantt chart, using, 186
more time, requesting, 188
overview, 100–101, 185
project calendar, working with, 185–186
resource calendar, working with, 186–187
resource-leveling heuristics, using, 187
schedule performance index (SPI), 278
time variances, managing, 275–277

scope constraints
managing, 16
overview, 14
product scope, 16
project scope, 16, 17

scope creep, 17–18, 266–267
scope risks, 115
scope verification, 317–319
scoring model, 46
screening system for vendors, 251
scrum, 37
scrum development model, 124–126
secondary risks, 130, 225–226
selecting vendors, 250–253
setup for risk management plan, 220–221
signing off on procured goods and

services, 261–262
Six Sigma methodology, 140–141
SME (subject matter expert), 43–44
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smoothing used to resolve conflicts, 60–61
Snow, Harrison (The Power of Team Building:

Using Rope Techniques), 233
soft logic, using, 171
software models for risk management,

118–126
software project management

acceptable range of variances, 24
first-time, first-use penalty, 23–24
lessons learned, documenting, 22
lost time, documenting, 22
Moore’s Law, effects of, 21–22
overview, 10–12
proactive communication, 22
risk assessment, 22
unique aspects of, 20–24

software projects, attributes of, 10
software scope

constraints, 64–66
cost and prioritizing, 64
Health Insurance Portability and

Accountability Act of 1996 (HIPPA)
regulations, 63

industry-specific regulations, 63
negotiations, 64
Occupational Safety and Health Admin-

istration (OSHA) regulations, 63
options, choosing, 63–64
overview, 61–62
regulations, adhering to, 63
requirements, 62
requirements document, getting a 

signed, 66
Sarbanes-Oxley compliance (SOX)

regulations, 63
stakeholder buy-in, 64
time and prioritizing, 64

sources of common conflicts, 58–60
SOW (statement of work), 51, 258–259
SPI. See schedule performance index
spiral model, 121–122
sponsor, finding the correct, 362
spreadsheet of mistakes and successes,

use of a, 36
stakeholder analysis used to determine

product scope, 56–58
stakeholder buy-in, 64

stakeholder expectations risk, 115
stakeholder meetings, hosting, 102, 103
stakeholder risk tolerance, 111–112
stakeholders

analysis of, 56–58
conflict with, 235–236
executives, questions to ask, 28
expectations of, 40–41
functional management, questions 

to ask, 28–29
influence of, 41
interviewing, 57–58
involvement of, 62
key stakeholders, 39
managing stakeholder objectives, 58–61
operations, questions to ask, 29
overview, 26–27
project sponsor, 40
project team, 39–40
questions to ask, 26–27
sources of common conflicts, 58–60
talking to, 26–29

standards, 63
STAR interview method, 155
start-to-finish relationship, 169
start-to-start relationship, 169
statement of work (SOW), 51, 258–259
status meetings

agenda for, 310–311
hosting, 310–311
off-topic discussions, 311

Stevenson, Nancy (Microsoft Project 2003
For Dummies), 213, 276, 302

strong matrix structure, 158
students’ syndrome, 179
style guide, 334
subject matter expert (SME), 43–44
subnets, identifying, 172
successes, documenting, 340
successful projects, management of, 18
successor activities, 169
summary section in lessons learned

documentation, 338–339
SV (schedule variance), 290–291
SWOT analysis used to gather information

for risk management plan, 223
system turnover activities, 323
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• T •
talent, finding the, 152
Team Building for Diverse Work Groups

(Myers), 233
Team Building for the Future: Beyond the

Basics (Phillips & Elledge), 234
team meetings, hosting, 102
team member’s help in selecting 

vendors, 251
team-building exercises for project team,

233–234
teamwork’s importance when writing

documentation, 334
technical accuracy risk, 115
technical belief conflicts, 59
technical structure included in project

scope statement, 69
technology constraints, 65
technology risks, 110–111
ten-minute meetings, setting up, 94
terms and conditions in contracts, writing,

256–258
text messaging, 105
theories of human resources, 243–244
time and prioritizing software scope, 64
time constraints, 13, 15–16
time estimates

activity duration estimating, 172–176
now, what to respond to request for time

estimate, 180–181
overview, 166
PERT used for accurate, 179–180
project duration estimate, 176–178
project network diagram (PND), 

166–172, 181–185
project schedule, creating, 185–189
tips for creating, 178–179

time risks, 115
time variances, managing, 275–277
timeframe included in cost estimates, 196
timeline, importance of following, 254
tools, finding the ideal, 51–52
Total Quality Management (TQM), 137–140
tracking plan

baselines, using project, 299–300
overview, 298

performance reporting, accuracy in,
300–301

using a Project Management Information
System (PMIS), 302

tracking project performance
overview, 302–303
using control charts, 306–308
using earned value management 

(EVM), 303
using Pareto charts, 303–306

training, 52, 232

• U •
uncle personality, avoiding, 160
universal project constraints, 13–14
user manual, 342–343
utility function, 111–112

• V •
V model, 123–124
values, calculating, 286–294
variance analysis

earned value management (EVM),
289–292

included in cost estimates, 202
variance at completion (VAC), 291–292
variance, forecasting, 274–275
variance report, 208
vendors

auditing goods and services from, 261
auditing work and deliverables, 320–322
bidders’ conference used to find, 248–249
closing the vendor contract, 

260–262, 319–322
contracts, administering, 255–260
cost and finding, 246
finding, 246–250
finding preferred, 53–54
logistical requirements, 249
market conditions, considering, 250–251
negotiating for best solution with,

253–255
paying, 322
price negotiation, 253–254
quality of product from, 255
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vendors (continued)
RFIs used to solicit, 247
RFPs, setting up criteria for, 249–250
risk tolerance and finding a, 246
screening system for, 251
selecting, 250–253
service requirements, 249
signing off on procured goods and

services, 261–262
team member’s help in selecting, 251
time and finding a, 246
timeline, importance of following, 254
weighting system used for selecting,

252–253
Vroom, Victor (expectancy theory), 244

• W •
WAS. See work authorization system
waterfall model, 119–120
WBS. See work breakdown structure
WBS Dictionary, 74
weak matrix structure, 158
weighting system used for selecting

vendors, 252–253
Welytok, Jill Gilbert (Sarbanes-Oxley 

For Dummies), 27, 63
wish list

creating, 51–54
development language, 51
dream team, building, 52–53

hardware, 52
overview, 51
resources, 52
tools, finding the ideal, 51–52
training, 52
vendor, finding a preferred, 53–54

withdrawal used to resolve conflicts, 61
Wolf, Henning (eXtreme Programming in

Action: Practical Experiences from 
Real World Projects), 37

work authorization system (WAS)
creating, 212
overview, 211–212
PMIS, using, 212–213

work breakdown structure (WBS)
code of accounts, using, 73–74
creating, 71–72
8/80 Rule, 72
Happy Yarns (case study), 74–75
overview, 70–71
templates used to create, 72
updating, 73
WBS Dictionary, 74

work packages, 72
work-for-hire accounting, 199
worth of project, determining, 283–284
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