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Accounts, code/chart of, 46
Actual cost (AC), 124
Actual schedule versus baseline, 117,

118
Alternatives (Decision Analysis), 185,

187–188
Analogous estimating method, 45
Answers, handling, 162–164

acknowledging, 163
confirming, 163
listening, 162–163
providing feedback, 163
recording, 163

Assumptions, documenting in WBS
dictionary, 42, 66

Baseline schedule:
actual schedule versus, 117, 118
example, 105

Best-practice (preferential) relationship,
65

Boston, Massachusetts (“The Big Dig”
project), 4

Bottom-up approach (individual focus),
installing project management,
212–213

Brache, Alan, 142
Brainstorming, 41
Budget. See also Cost:

at completion (BAC), 126
estimate, 45
total allocated (EVA graph), 126

Buffalo hunt, Native Americans
preparing for, 8–9, 10, 12

Burden rates, 47
Business case for project management,

making, 199–200

Business processes/systems, and
installation of project management,
206, 208

Central pool approach, team structure,
209–210

Changes, project, 115–118
actual schedule versus baseline

schedule, 117, 118
classifying concern (time/cost/

performance/people-resource), 116
ground rules for controlling, 101, 103
modifying project plan, 117
pitfall of holding regularly scheduled

reviews, 116
Situation Appraisal, 115, 116
written change orders, 115

Charter, project, 22
Chart of accounts, 46
Checklists:

closeout and evaluate, 121
starting implementation, 104

Closed questions, 139, 157–158
Closeout, project, 100, 119–123

checklist/questions, 121
disabling contingent actions,

capitalizing actions, and triggers,
119

example closeout report, 122
reporting on lessons learned, 120
rewarding good performance, 123
in Work Breakdown Structure (WBS),

119
Code of accounts, 46
Commitment:

versus compliance, 153–154
without participation, 155
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Communicating with people, 156–164
handling answers, 162–164

acknowledging, 163
confirming, 163
listening, 162–163
providing feedback, 163
recording, 163

listening, 160–162
evaluating the message, 162
hearing the message, 161
interpreting the message (verbal/

nonverbal cues), 161–162
responding to the message, 162

questioning, 157–160
closed questions, 157–158
fact-finding questions, 158
feeling-finding questions, 158
open questions, 157
questioning to the void, 158–160
turnaround questions, 159
what else? questions, 159–160
why? questions, 160

Complexity, 13–14
Concerns:

listing (Situation Appraisal), 177–178
outside bounds of project monitoring,

113
project monitoring, 113
separating/clarifying (Situation

Appraisal), 178
Conflicts:

about alternatives, 155
ground rules, 102
meetings, 169–170

Consequences:
encouraging unwanted response, 144
feedback versus, 147
meetings and, 166
performance system, 134, 135,

143–145
positive/negative, 143–144

Constraints (Project Definition), 26, 27
Consult-group (“C2” leader behavior),

152
Consult-individuals (“C1” leader

behavior), 151–152
Contingent actions, 86, 87, 119
Contract(s):

outside vendors, 51–52
cost plus award fee (CPAF), 51
cost plus fixed fee (CPFF), 51
cost plus incentive fee (CPIF), 51

firm fixed price (FFP), 51
firm price incentive fee (FPIF), 51
risk and, 52

project, 22
Cost:

actual (AC), 124
estimating, 42
identifying resource requirements, 40,

42, 47
meetings, 166
monitoring, 107, 108, 110
pitfall, 77
Project Definition, 23, 42
project problems, classifying, 116
variance report, 110

Cost/benefit analysis, 47
Cost performance index (CPI), 124
Cost plus award fee (CPAF), 51
Cost plus fixed fee (CPFF), 51
Cost plus incentive fee (CPIF), 51
Critical path, 69–70, 90–94

calculating (forward/backward pass),
90–91, 94

crashing, 75–76, 82
defined, 69–70
example, 92–93
monitoring, 107
network technique, 70
not adding extra time to, 67
slippages, 70

Critical thinking processes, 15, 17. See
also Decision making; Problem
Analysis; Situation Appraisal

Culture and performance system,
installing project management and,
207–208

Customers:
Project Definition, 25
project objectives (thought starters),

29

Data:
capture systems, 124
specific (Situation Appraisal), 180

Deadlines (predetermined completion
dates), 72–73

Decision Analysis, 176, 181–190, 195
alternatives, 26, 185, 187–188
determining which projects to work on,

183
listing decision objectives, 183–184,

185
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musts/wants, 184–186
not conducting for every decision you

make, 190
objectives, 183–186
risk, 189
steps in the process, 183–190
using, with stakeholders or customers,

186
where to use it, 181
writing a decision statement, 183

Decision making:
approaches, 17, 176 (see also Decision

Analysis; Problem Analysis;
Situation Appraisal)

critical thinking process of, 17
ground rules, authority of each team

member, 102
Decision objectives, 183–186
Definition. See Project Definition
Definitive estimate, 45
Deliverables:

listing, 33–34
lowest level (work packages), 34 (see

also Work packages)
scheduling, 58, 72–76
separating each major deliverable into

sub-deliverables, 34
sequencing, 58, 64–71

activity-on-arrow diagrams, 68
activity-on-node diagrams, 68, 69
assumptions, 66
best-practice (preferential)

relationship, 65
critical path, 67, 69, 70
discretionary dependency, 65
external relationship, 65
finish-to-finish precedence

relationship, 66
finish-to-start precedence

relationship, 66
Graphical Evaluation and Review

Technique (GERT), 71
lag time, 66–67
linear order versus simultaneously,

64
mandatory (hard logic) dependency,

65
more you know, 71
network techniques/diagrams, 

67–70
precedence tables, 64, 65
probabilistic branching/ looping, 71

Program Evaluation and Review
Technique (PERT), 70, 94–95,
96

start-to-finish precedence
relationship, 66

start-to-start precedence
relationship, 66

Design specifications, 35
Detail(s), pitfall of providing to

customers/stakeholders, 111
Detailed estimating method, 45
Dictionary, WBS, 35, 42, 66
Discretionary dependency, 65

Earned Value Analysis (EVA), 123–126
actual cost (AC), 124
budget at completion (BAC), 126
cost performance index (CPI), 124
data capture systems, 124
earned value (EV), 124
example report, 125
planned value (PV), 124
project monitoring and, 114
schedule at completion (SAC), 126
schedule performance index (SPI), 124
total allocated budget (graph), 126

Egyptian pyramids, 9, 10, 12
Emotions, meetings and, 169–170
Employee(s):

breaks/interruptions/distractions, 78
managing (see People in projects,

managing; Team(s))
as project resource (see Resource(s);

Responsibility, assigning;
Scheduling resources)

satisfaction/morale, failed projects
and, 5

staff directory, 78
turnover, 13

Enhancing the plan. See Project
Planning, protecting/enhancing the
plan

Enterprise Resource Planning software
system, 153

Equipment:
Project Definition, 41
project objectives (thought starters), 28

Estimates/estimating, 23, 45–46, 48
“ball park figures,” 23
budget, 45
definitive, 45
methods, three generally accepted, 45
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Estimates/estimating (Continued)
analogous, 45
detailed, 45
parametric, 45

order of magnitude, 45
pitfall of overestimating, 48
types, 45

Experts (Project Definition), 25
Extent (problem specification questions),

191
External factors/influences:

installing project management,
210–211

project objectives (thought starters), 28
External relationship (sequencing

deliverables), 65

Face-to-face meeting, deciding on need
for, 166

Facilities:
Project Definition, 41
project objectives (thought starters), 28

Facilities Manager, example Performance
Expectations for, 63

Fact-finding questions, 158
Failed projects:

categories of, 15
costs of, 4–5
employee morale/satisfaction and, 5
reasons for, 15

Feedback, 145–149
analyzing, 148–149
characteristics of effective, 146–147

confirmed by Performer, 148
frequent and timely, 146–147
noise-free, 147–148
relevant, 147
specific and accurate, 147

communications/handling answers, 163
versus consequences, 147
ground rules, 102, 103
lack of, 113, 146
performance system and, 134, 135,

145–149
pitfalls, 113, 146, 148
as signal to perform, 142
sources of:

job itself, 146
monitoring system, 146
Performer, 146
receiving system, 146

tone of voice, 148

Feeling-finding questions, 158
Finance department (scheduling

resources), 82
Financials, assessing, 52–54

internal rate of return (IRR), 53–54
net present value (NPV), 53
payout time, 52
return on investment (ROI), 53

Firm fixed price (FFP) contract, 51
Firm price incentive fee (FPIF) contract,

51
Float, total/free, 72
Functional managers (scheduling

resources), 81
Functional specifications (Project

Definition), 35

Gantt Charts, 73–75, 80, 104–106
GERT. See Graphical Evaluation and

Review Technique (GERT)
Gilbert, Thomas, 142
Goal(s):

agreements, 155
decision objectives, 183–186
disembodied (project example), 11
installing project management, 205
project (see Project objectives)

Google search, on term project
management, 9

Government:
incentives for using nontraditional

subcontractors, 52
regulations, 59, 210

Graphical Evaluation and Review
Technique (GERT), 71

Ground rules, 101–102
controlling changes in project and

work environment, 101, 103
example, 102
improving project monitoring, 101,

103–104
working together, 101–103

Group:
consult (“C2” leader behavior), 152
resolve-as (“G2” leader behavior), 152

History, examples of projects in, 8–9
Human resources. See also Employee(s);

People in projects, managing;
Team(s):

capabilities (installing project
management), 206–207
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identifying/scheduling (see
Resource(s); Responsibility,
assigning; Scheduling resources)

Project Definition, 41
project objectives (thought starters), 28

Ideas and process (objectives, thought
starters), 29

Information, 155
Information systems, installation of

project management and, 208
Initial Work Negotiation, 61, 64. See also

Responsibility, assigning
Installing project management, 197–214

approaches:
bottom-up (individual focus),

212–213
top-down (organizational focus),

211–212
factors in:

business processes, 206
culture and performance system,

207–208
external factors, 210–211
goals, 205
human capabilities, 206–207
information and business systems,

208
issue resolution systems, 208–209
leadership, 205–206
strategy, 204–205
team structure, 209–210

success, conditions for, 199–203
compelling business case, 199–200
continuous learning experience,

202–203
learning by doing, as adventure,

201
practical, relevant, and beneficial

from day one, 200–202
publicizing success, 203
systems and procedures, 201–202
win-win proposition, team members

and managers, 202
Internal rate of return (IRR), 53–54
Issue registry, 167
Issue resolution systems, 208–209

Job as source of feedback, 146
“Join together” (managing people in

projects), 17. See also People in
projects, managing

Project Definition, 24–25, 30–31,
39–40, 46–47

Project Implementation, 106, 114, 117,
123

Project Planning, 61–63, 70–71, 75,
81–82, 87–88

Kepner, Charles, 83
Kickoff meeting, 107, 142
Knowledge workers, 13

Lag time, 66–67
Leadership:

installing project management and,
205–206

involvement process, 153–156
style of project managers, 149–150
Tree, 156
types of leader behaviors, 150–153

consult-group (“C2”), 152
consult-individuals (“C1”), 151–152
question-individuals (“A2”), 151
resolve-alone (“A1”), 151
resolve-as-group (“G2”), 152

Lead time, 79–80
Learning:

as adventure, 201
continuous experience, 202–203

Lessons learned, reporting on, 120
Leveling, resource loading, 77, 78–81
Listening skills, 160–163

Mandatory (hard logic) dependency, 65
Materials/supplies:

Project Definition, 41
project objectives (thought starters), 28

Matrixing, 209
Measures versus standards, 141
Meetings, 164–171

consequences component, 166
costs, 166
describing purpose of, 168
emotions/conflict, 168–170
face-to-face, deciding on need for, 166
issue registry, 167
results, keeping visible, 167
shortcomings, 164–165
Situation Appraisal, 167
things to do/consider:

before the meeting, 165–166
during the meeting, 167
after the meeting, 167–168
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Message (listening skills):
evaluating, 162
hearing, 161
interpreting (verbal/nonverbal cues),

161–162
responding to, 162

Micromonitoring, 108
Microsoft Project (software package), 5
Milestones, 111–112
Modifying project plan. See Changes,

project
Money (project objectives, thought

starters), 28
Monitoring project, 100, 107–114

concerns, 113
cost, 107, 108, 110
critical path, monitoring, 107
Earned Value Analysis (EVA), 114
improving, 101, 103–104
join together, 114
milestones, 111–112
more you know, 114
performance, 107, 108–114, 146
pitfalls:

lack of feedback, 113
micromonitoring, 108
overlooking concerns outside

bounds, 113
providing detail to customers/

stakeholders, 111
predictive monitoring, 110
reporting results (formal, informal),

113
reports, saving, 107
time, 107–108
Trend Analysis, 114
Variance Analysis, 114
variance reports:

cost, 110
time, 109
work, 111

“More you know,” 17
Project Definition, 26, 31–33, 40,

47–48
Project Implementation, 107, 114, 

123
Project Planning, 63–64, 71, 75–76,

82, 88
Moving window technique (planning

project by phases), 40
Must/want objectives, 31, 184–186

Native Americans preparing for buffalo
hunt, 8–9, 10, 12

Negotiation, rounds of, 61
Nelson, Bob (1001 Ways to Reward

Employees), 145
Net present value (NPV), 53
Network diagrams/techniques, 67–70, 71

activity-on-arrow diagrams, 68
activity-on-node diagrams, 68, 69
Critical Path Method (CPM), 70 (see

also Critical path)
with probabilistic branching and

looping, 71
Program Evaluation and Review

Technique (PERT), 70, 94–95, 96
Nominal Group Technique (NGT), 31
Nontraditional subcontractors,

government incentives, 52

Objectives. See Decision objectives;
Project objectives

Open questions, 157
Order of magnitude (estimate type), 45
Organization(s):

installing project management in (see
Installing project management)

project-based, 14
project objectives (thought starters), 28

Ortega y Gasset, Jose (The Modern
Theme), 54

Output (objectives, thought starters), 28
Outside vendors. See Vendors/suppliers

Parametric estimating method, 45
Payout time, 52
People in projects, managing, 129–171.

See also Employee(s); Team(s)
communicating, 133, 156–164

handling answers, 162–164
listening, 160–162
meetings, 164–171
questioning, 157–160

influencing, 132, 133–149 (see also
Performance system)

involving, 132, 149–156
behavior, selecting, 155–156
commitment, 153–155
conflict about alternatives, 155
goal agreements, 155
process steps, 153–156
situation, defining, 154
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structure, 155
superior solution, 153, 155
variables, assessing, 154–155

“join together,” 17
Project Definition, 24–25, 30–31,

39–40, 46–47
Project Implementation, 106, 114,

117, 123
Project Planning, 61–63, 70–71, 75,

81–82, 87–88
leader behaviors (five types), 150–153

consult group (“C2”), 152
consult individuals (“C1”), 151–152
question individuals (“A2”), 151
resolve alone (“A1”), 151
resolve as group (“G2”), 152

leadership style of project managers,
149–150

Leadership Tree, 156
Performance system, 15, 133–149

assigning responsibility and, 62, 139
components of performance system,

134
Consequences, 134, 135, 143–145
design specifications, 35
Expectations, 140–141
Feedback, 134, 135, 145–149
functional specifications, 35
installing project management and,

207–208
measures, and standards, 141
model (diagram), 135, 138
performance specifications, 35
Performer, 134, 135, 137–139, 146, 148
Project Definition, 23, 35
project monitoring, 107, 108–114
Response, 134, 135, 136–137
Signal to Perform, 140, 141–142
Situation, 134, 135, 139–143
standards, 35
Work Environment, 140, 142–143

Personal (project objectives, thought
starters), 29

PERT. See Program Evaluation and
Review Technique (PERT)

Phase-based WBS structure, 36
Philadelphia, Constitution Center, 4
Planned value (PV), 124
Planning. See Project Planning
Potential Opportunity Analysis (POA),

90, 180

Potential Problem Analysis (PPA):
full versus short-version, 88–89
steps in, 83

Precedence:
finish-to-finish, 66
finish-to-start, 66
start-to-finish, 66
start-to-start, 66
tables, 64, 65

Predictive monitoring, 110
Preventive actions, 86
Prioritizing (Situation Appraisal),

178–180
current impact, 178
future impact, 180
time frame, 180

Problem(s):
analyzing (see Problem Analysis;

Project Planning, protecting/
enhancing the plan; Situation
Appraisal)

example project, 175–176
ground rules for dealing with, 103
pitfall, removing preparations for

contingent action after danger of
potential problem passed, 87

Potential Problem Analysis (PPA):
full versus short-version, 88–89
steps in, 83

Problem Analysis, 17, 176, 190–195
asking problem specification

questions, 191–193
extent, 191
what, 191
when, 191
where, 191

confirming most probably cause is
actually true cause, 193–194

steps, 192–195
where to use, 190–192
writing problem statement, 192

Process-based WBS structure, 34
Product-based WBS structure, 34
Program Evaluation and Review

Technique (PERT), 70,
94–96

Project(s):
examples in history, 8–9
failed:

categories of, 15
costs of, 4–5
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Project(s) (Continued)
employee morale/satisfaction and, 5
reasons for, 15

global expenditures on, estimated, 10
selecting, 183
“stuff ” of, 8–9
subprojects, splitting into, 36, 50–51
in today’s business environment, 9–13

competition for resources, 12–13
complexity, 13–14
revolving door (knowledge workers),

13
speed, 10–11
teams, 12

Project changes. See Changes, project
Project contract, 22
Project Definition, 17, 19–54

activities, 23
financials, assessing, 52–54
objectives, developing, 22, 23, 26–33
outside vendors, contracts, 51–52
Project Statement, 22, 23–26

as communication tool, 23
contributors and, 24
customers and, 25
elements (performance/time/cost),

23
estimating, 23
experts and, 25
pitfall, 24
project team members and, 24
reviewing, 33
revising, 25
Situation Appraisal, 25
stakeholders and, 24–25

questions to answer, 22
reason for project, 22–23
resource requirements, identifying, 22,

23, 40–48
selecting project manager, 49–50
subprojects, splitting into, 50–51
Work Breakdown Structure (WBS),

developing, 23, 33–40
Project example (moving Corporate

Customer Services department), 21,
57, 99, 131, 175

activity-on-node network diagram, 69
actual versus baseline schedule, 117,

118
baseline schedule (Gantt chart), 105
closeout report, 122

cost variance report, 110
Critical Path Method, example, 92–93
enhancing the plan, 91
EVA report, 125
Gantt Charts, 74, 80, 105
ground rules, 102
kickoff meeting, 104
objectives, 30
Performance Expectations for

Facilities Manager, 63
precedence table, 65
Project Definition, 21, 27, 43–44
protecting the plan, 85
RAM, 60
resource requirements, 43–44
time variance report, 109
tree diagram, 38
WBS indented outline, 37
work variance report, 111

Project Implementation, 97–127
activities, 100
beginning (starting implementation),

100–107
checklist, 104
example project baseline schedule,

105
ground rules, establishing, 

101–102
kickoff meeting, 107
war room, reserving, 101

closeout and evaluate, 100, 119–123
Earned Value Analysis, 123–126
managing people, 106
modifying the project, 100, 115–118

(see also Changes, project)
monitoring the project, 100, 107–114

(see also Monitoring project)
questions to answer, 100
readiness for, 99–100

Project management:
critical thinking processes, 17 (see also

Decision Analysis; Problem
Analysis; Situation Appraisal)

decision making and problem solving,
173–195

final word on, 213–214
Google search results, 9
installing within an organization,

197–214
missing pieces of the puzzle, 14–17
as the new imperative, 3–5
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parts (Definition, Planning,
Implementation), 17 (see also
Project Definition; Project
Implementation; Project Planning)

people, managing, 129–171
tools/techniques, software and paper-

based, 5–6
working definition, de facto, 5–6

Project Management Body of Knowledge
(PMBOK), 200

Project Management Institute (PMI), 9
Project managers:

responsibility of, 16
selecting, 49–50

Project monitoring. See Monitoring
project

Project objectives, developing, 22, 23,
26–33

categories (must versus want), 31,
184–186

characteristics of good and poor
objectives, 32

clarity of expression, 32
communicating specific value, 26
constraints, 26, 27
examples, 27, 30
Nominal Group Technique (NGT), 

31
reason for, 29–30
results, 26–27
reviewing, 33
thought starters for:

customers, 29
external influences, 28
facilities and equipment, 28
human resources, 28
ideas and process, 29
material, 28
money, 28
organization, 28
output, 28
personal, 29
strategy, 29
time, 29

Project Planning, 55–96
activities, 58
assigning responsibility, 58–64
critical path, 90–94
modifying project plan, 117
Program Evaluation and Review

Technique (PERT), 94–95, 96

protecting/enhancing the plan, 58,
82–90, 91

contingent actions, 86, 87
enhancing the plan, 89–90
join together, 87–88
likely causes, 86
pitfalls, 83, 87
Potential Opportunity Analysis

(POA), 90
Potential Problem Analysis (PPA),

83, 88–89
preventive actions, 86
refining project documents, 86
specificity essential, 87
triggers, 86–87

questions, 58
scheduling deliverables, 58, 72–76
scheduling resources, 58, 76–82
sequencing deliverables, 58, 64–71

Project purpose. See Project Definition
Project schedule. See Schedule
Project Statement. See Project Definition
Pyramids, Egyptian, 9, 10, 12

Question individuals (“A2” leader
behavior), 151

Questioning techniques, 157–160
closed questions, 157–158
fact-finding questions, 158
feeling-finding questions, 158
open questions, 157
questioning to the void, 158–160

turnaround questions, 159
what? questions, 159–160
why? questions, 160

Reports:
closeout (example), 122
describing work involved, in Work

Breakdown Structure, 34
monitoring results (formal/informal),

113
saving, 107

Resolution column (Situation Appraisal),
181

Resolve alone (“A1” behavior), 151
Resolve-as-group (“G2” behavior), 152
Resource(s):

competition for, 12–13
provider, considering viewpoint of, in

negotiations, 63
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Resource(s) (Continued)
scheduling (see Scheduling resources)
types, 41

equipment, 41
facilities, 41
materials/supplies, 41
people, 41
special, 41

Resource-based structure, WBS, 36
Resource Leveling Diagram, 77
Resource loading and leveling, 78–81
Resource requirements, identifying, 22,

23, 40–48
accounting issues, 46
amount, 40, 41
assumptions, documenting, 42
brainstorming, 41
cost, 40, 42, 47
cost/benefit analysis, 47
estimating, guess work in, 45–46, 48
example, 43–44
frequently forgotten requirements, 42
negotiations, first/second rounds,

46–47
outside vendors/contracts, 41
people, managing, 46–47
pitfall of overestimating, 48
type of resources, 40
work packages, 40

Response (performance system), 134,
135, 136–137

Responsibility, assigning, 58–64
consequences and, 145
examples:

Performance Expectations for
Facilities Manager, 63

RAM, 60
government regulations, 59
negotiation rounds, 61, 63, 64
people, managing, 61–63
performance expectations, 62
performance system and, 139, 145
pitfall (setting measures/standards for

every activity), 62
project contributors, 62
secondary resources, 61
separating people from the issue, 61
tool (Responsibility Assignment

Matrix), 59–61, 77
work packages and, 58–59

Return on investment (ROI), 53
Reviews, regularly scheduled, 116

Rewarding good performance (closeout
and evaluate), 123. See also
Performance system

Risks:
contractor-customer, 52
Decision Analysis, 189

Rolling wave technique, 40
Rummler, Geary, 142

Schedule:
actual versus baseline, 117, 118
at completion (SAC), 126
as signal to perform, 142

Schedule performance index (SPI), 
124

Scheduling deliverables, 58, 72–76. See
also Deliverables, sequencing

crashing the critical path, 75–76
float, total/free, 72
Gantt Chart, 73–75
not assigning aggressive start/finish

dates, 72
people, managing, 75
pitfall (scheduling too many work

packages simultaneously), 75
predetermined completion date,

dealing with, 72–73
slack time, 72
steps, 72

Scheduling resources, 58, 76–82. See
also Resource requirements,
identifying; Responsibility,
assigning

asking for more aggressive schedule,
77

considering breaks/interruptions/
distractions, 78

crashing the critical path, 82
creating project staff directory, 78
finance department, 82
functional managers, 81
lead time, 79–80
outsourcing, 41, 78
performance system and, 145
pitfalls, 77, 81
project team members and

contributors, 81
resource loading and leveling, 77,

78–81
reviewing project schedule and

Responsibility Assignment Matrix,
77
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senior management, 81
spend plan, 82

Secondary resources, 61
Senior management, 81
Signal to Perform, 104, 141–142

feedback, 142
kickoff meeting, 142
project schedule, 142
status reports, 142

Situation (performance system model
component), 134, 135, 139–143

Situation Appraisal, 17, 176–181, 182,
195

action plan example, 182
clarification and priority example, 

179
Decision Analysis and, 180
meetings, 167
modifying project, 115, 116
pitfall, need for specific data, 180
Potential Opportunity Analysis (POA)

and, 180
prioritizing, factors in:

current impact, 178
future impact, 180
time frame, 180

Project Definition, 25
resolution column, 181
steps in the process, 177–178

establishing theme and time frame,
177

listing concerns, 177–178
separating or clarifying concerns,

178
where to use it, 176–177

Skinner, B. F., 133
Slack time, 72
Software and paper-based tools/

techniques, 5–6, 35
Specificity, 87
Speed, 10–11
Spend plan, 82
SPI. See Schedule performance index

(SPI)
Staff directory, 78
Stakeholders/customers:

Project Definition, 24–25
using Decision Analysis for

recommending choices to, 186
Standards/measures, 62, 141
Statement, project. See Project Definition
Status reports as signal, 142

Strategy:
installing project management and,

204–205
objectives (thought starters), 29

Street, John, 4
Structure:

involving people (assessing variables),
155

teams, 209–210
central pool approach, 209–210
intact project teams, 209
matrixing, 209

work breakdown (see Work Breakdown
Structure (WBS))

“Stuff ” of projects, 8–9
Subject matter experts (SMEs), 25
Subprojects, splitting projects into, 36,

50–51
Success:

publicizing, 203
seven basic conditions for, 199–203

Superior solution, 153, 155
Syrus, Publilius, 127
Systems/procedures, project management

installation and, 201–202

Team(s):
current business environment and, 12
installing project management and,

209–210
multiple projects, 12
Project Definition, 24
regular jobs, 12
scheduling resources, 81
structure, 209–210

central pool approach, 209–210
intact project teams, 209
matrixing, 209

Theme, establishing (Situation
Appraisal), 177

Time:
lag, 66–67
monitoring, 107–108, 116
objectives (thought starters), 29
project statement, 23
scheduling (see Scheduling

deliverables; Scheduling
resources)

Situation Appraisal (establishing/
prioritizing time frame), 177, 180

slack, 72
Tone of voice, 148
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Top-down approach (organizational
focus). installing project
management, 211–212

Trade show example, 6–8
Tregoe, Benjamin, 83
Trend Analysis, 114
Triggers, 86–87, 119
Turnaround questions, 159

Uncertainty, dealing with, 48

Variance Analysis (project monitoring),
114

cost variance report, 110
time variance report, 109
work variance report, 111

Vendors/suppliers:
contracts, 51–52

cost plus award fee (CPAF), 51
cost plus fixed fee (CPFF), 51
cost plus incentive fee (CPIF), 51
firm fixed price (FFP), 51
firm price incentive fee (FPIF), 51
risk and, 52

project management process and, 211
resource scheduling, 41, 78

Void, questioning to the, 158–160
turnaround questions, 159
what else? questions, 159–160
why? questions, 160

Want/must objectives, 31, 184–186
War room, 101
What? questions, 159–160, 191
Why? questions, 160
Work Breakdown Structure (WBS), 23,

33–40
deliverables, 33–34
developing, 23, 33–40
dictionary, 35, 42, 66
including closeout and evaluate

project, 119

moving window (rolling wave)
technique, 40

people, managing, 39–40
performance standards, 35
performance system and, 137
phase-based structure, 36
process-based structure, 34
product-based structure, 34
project statement and objectives, and,

33
refining, 86
relationship between major

deliverables and work packages,
36–37

indented outline, 36–37
tree diagram, 36–37, 38

resource-based structure, 36
reviewing, 39
specifications, design/functional/

performance, 35
structure, 34–35
sub-deliverables, 34
work package defined, 34 (see also

Work packages)
Work Environment (element of

performance system), 140, 142–143
Work packages. See also Work Breakdown

Structure (WBS):
assigning responsibility for, 58–59
defined (lowest level deliverable), 34
identifying three elements for, 40

amount, 40
cost, 40
type of resources, 40

performance system and, 137
pitfalls in scheduling, 75
recording relationship between major

deliverables and:
indented outline, 36–37
tree diagram, 36–37, 38

Work variance report (project
monitoring), 111
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