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INTRODUCTION
Aprojectisatemporaryandone-timeexercisewhichvariesin
duration.Itisundertakentoaddressaspecificneedinan
organization,whichmaybetocreateaproductorserviceorto
changeabusinessprocess.Thisisindirectcontrasttohowan
organizationgenerallyworksonapermanentbasistoproduce
theirgoodsorservices.Forexampletheworkofanorganization
maybetomanufacturetrucksonacontinualbasis,thereforethe
workisconsideredfunctionalastheorganizationcreatesthe
sameproductsorservicesover-and-overagainandpeoplehold
theirrolesonasemipermanentbasis.Therearefollowingsteps
inProjectsare:

Step1:ProjectGoals

Aprojectissuccessfulwhenithasmettheneedsofthe
stakeholders.Astakeholderisanybodydirectly,orindirectly
impactedbytheproject.

Asafirststep,itisimportanttoidentifythestakeholdersinyour
project.Itisnotalwayseasytodeterminethestakeholdersofa
project,particularlythoseimpactedindirectly.Examplesof
stakeholdersare:

 Theprojectsponsor

 Thecustomerwhoreceivesthedeliverables

 Theusersoftheprojectoutput

 Theprojectmanagerandprojectteam

Onceyouunderstandwhothestakeholdersare,thenextstepisto
findouttheirneeds.Thebestwaytodothisisbyconducting
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stakeholderinterviews.Taketimeduringtheinterviewstodraw
outtherequirementsthatcreaterealbenefits.Sometimes
stakeholderswilltalkaboutneedsthataren'trelevantanddon't
deliverbenefits.Thesecanberecordedandsetasalowpriority.

Thenextstep,onceyouhaveconductedalltheinterviewsand
haveacomprehensivelistofneedsistoprioritisethem.From the
prioritisedlist,createasetofeasilymeasurablegoals.Agood
techniquefordoingthisistoreviewthem againsttheSMART
principle.Thisway,theachievementofthegoalwillbeeasyto
identify.

Onceyouhaveestablishedaclearsetofgoals,theyshouldbe
recordedintheprojectplan.Itcanbeusefulalsotoincludethe
needsandexpectationsofyourstakeholders.

Nowyouhavecompletedthemostdifficultpartoftheplanning
process;it'stimetomoveonandlookattheprojectdeliverables.

Step2:ProjectDeliverables

Usingthegoalsyouhavedefinedinstep1,createalistofthings
theprojectneedstodelivertomeetthosegoals.Specifywhen
andhowtodelivereachitem.

Addthedeliverablestotheprojectplanwithanestimateddelivery
date.Youwillestablishmoreaccuratedeliverydatesduringthe
schedulingphase,whichisnext.

Step3:ProjectSchedule

Createalistoftasksthatneedtobecarriedoutforeach
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deliverableidentifiedinstep2.Foreachtaskdeterminethe
following:

 Theamountofeffort(hoursordays)requiredforcompleting
thetask.

 Theresourcewhowillcarryoutthetask.

Onceyouhaveestablishedtheamountofeffortforeachtask,you
canworkouttheeffortrequiredforeachdeliverable,andan
accuratedeliverydate.Updateyourdeliverablessectionwiththe
moreprecisedeliverydates.

Atthispointintheplanning,youcouldchoosetouseasoftware
packagesuchasMicrosoftProjecttocreateyourproject
schedule.Alternatively,useoneofthemanyfreetemplates
available.Inputallofthedeliverables,tasks,durationsandthe
resourceswhowillcompleteeachtask.

Acommonproblem discoveredatthispointiswhenyouhavean
imposeddeliverydeadlinefrom thesponsorthatisnotrealistic
basedonyourestimates.Ifyoudiscoverthisisthecase,you
mustcontactthesponsorimmediately.Theoptionsyouhavein
thissituationare:

 Renegotiatethedeadline(projectdelay)

 Employadditionalresources(increasedcost)

 Reducethescopeoftheproject(lessdelivered)

Usetheprojectscheduletojustifypursuingoneoftheseoptions.
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Step4:SupportingPlans

Thissectiondealswiththeplansyoushouldcreateaspartofthe
planningprocess.Thesecanbeincludeddirectlyintheplan.

HumanResourcePlan

Identify,byname,theindividualsandorganisationswithaleading
roleintheproject.Foreach,describetheirrolesand
responsibilitiesontheproject.

Next,specifythenumberandtypeofpeopleneededtocarryout
theproject.Foreachresourcedetailstartdates,theestimated
durationandthemethodyouwilluseforobtainingthem.

Createasinglesheetcontainingthisinformation.

CommunicationsPlan

Createadocumentshowingwhoistobekeptinformedaboutthe
projectandhowtheywillreceivetheinformation.Themost
commonmechanism isaweeklyormonthlystatusreport,
describinghowtheprojectisperforming,milestonesachieved
andtheworkyou'veplannedforthenextperiod.

RiskManagementPlan

Riskmanagementisanimportantpartofprojectmanagement.
Althoughoftenoverlooked,itisimportanttoidentifyasmany
riskstoyourprojectaspossibleandbepreparedifsomething
badhappens.

Herearesomeexamplesofcommonprojectrisks:

 Timeandcostestimatetoooptimistic

 Customerreviewandfeedbackcycletooslow
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 Unexpectedbudgetcuts

 Unclearrolesandresponsibilities

 Nostakeholderinputobtained

 Notclearlyunderstandingstakeholderneeds

 Stakeholderschangingrequirementsaftertheprojecthas
started

 Stakeholdersaddingnewrequirementsaftertheprojecthas
started

 Poorcommunicationresultinginmisunderstandings,quality
problemsandrework

 Lackofresourcecommitment

Riskscanbetrackedusingasimplerisklog.Addeachriskyou
haveidentifiedtoyourrisklog;writedownwhatyouwilldointhe
eventitoccurs,andwhatyouwilldotopreventitfrom happening.
Reviewyourrisklogonaregularbasis,addingnewrisksasthey
occurduringthelifeoftheproject.Remember,ifyouignorerisks,
theydon'tgoaway.


