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Project managementis a dynamic profession. Like other emerging
professions, project managementis experiencingunprecedented growth
and recognition. A consequence of this growth is increased marketplace
reliance upon projectmanagement. As more companiesadopt project
management methodologiesinto their businesses, the demand for
knowledgeable practitioners increases globally. A product of project
management's continuous developmentis the expansionof the
profession'sbody of knowledge.

This manual has been developed to assistindividualsin their assessment
of current levels of project managementknowledge and related
experiencebase. In addition to being aresource for individual
assessments,the manual can also be usedto developindividual
preparation plans and to identify or verify educationand/or training
outcomes.

In 1999, the Project Management Institute (PMI®) completed arole
delineation study for the Project Management Professional (PMP®)
Certification Examination. A role delineation study identifies a profession's
major performancedomains (e.g. initiating the projector planning the
project).!t describes the tasks that are performedin each domain and
identifies the knowledge and skill that are requiredto complete the task.
The purpose of role delineation s to ensure that there is alink between
the content of the certificationexaminationand actual project
management. This manual presents the role delineation task statements
in aformatthat enablesyou to assesshow your projectmanagement
experiences and training/education knowledge levels prepareyou to
complete each of the task statements.

A Guide to the ProjectManagementBody o fKnowledge (PMBOK® Guide) is
recoghized as a global standard by the projectmanagementcommunity.
As astandard, it identifiesand describes project managementknowledge
or practicesthat are applicable to most projects most of the time.The
PMBOK® Guide provides a basic reference source for anyoneinterestedin
the project management profession and can be used to obtain additional
information relating to the knowledge statements that are listed in
Sections One and Four.

This Self-AssessmentManualis dividedinto four sections. Section One
contains proficiency statements for each of the projectmanagement
performance domains. Section Two contains task statements for each
project managementdomain. Section One outlines the underlying
knowledge associated with the tasks in Section Two. Anindividualmay
attain ahigher ratingin Section One than in Section Two due to ahigh
degree of understanding about project management, but possesslimited
or narrowly focused experiences. Another individual may attain ahigher
ratingin SectionTwothan in Section One due to a high skill level, but
have minimal understanding of why the task is performed or why certain
tools are needed.

SectionThree provides an exercise intendedto assess project
managementknowledge.Finally, Section Four contains an expanded
version of the proficiency objectives containedin Section One, The
objectivesin this section can be used to identify and plantraining
programs.

This manualwas developed to be an adjunctto the variety of professional
preparationtools such as textbooks, educational seminars,and project
managementcourses. Individuals may use all of these tools to enhance
understandingand application of project managementknowledge to
satisfy personal and professional career objectives.

The self-assessmentratings should not be used to predict, guarantee, or
infer success or failure by individualsin their projectmanagement career,
examinations, or related activities.

The following individuals contributedto the development of this manual
in variousways:

Alan Brumagim,Ph.D.,PMP  Contributor and Reviewer
Shari Stem, PMP Contributor and Reviewer
Kristi Myers, PMP Contributor and Reviewer
Christopher Giardina Contributor

Brian Yorke Contributor

Roy Greenia, PMP Reviewer

Bill Moylan, PMP Reviewer

David Lanners, PMP Reviewer

John St.Lawrence, PMP Reviewer

Terry Fennessey, PMP Reviewer

Susan Hardesty, PMP Reviewer
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Section One:
Project Management
Proficiency Statements

The statements in this section describe the knowledge and skills High: My current project managementknowledge would enable me to

consideredessential to the delivery of effective project management complete this activity.

services. Using the scale in each table, rate your present level of

knowledge for each statement based on the following: Each domain has a maximum number of available points to be used for
rating purposes only. Therefore, the point value for statementsvaries

Low: My currentproject managementknowledge would limit my among domains. A domain with lower point values should notbe

ability to complete this activity. considered of lesserimportance than adomainwith higher point values.

Medium: My current project managementknowledge would enable
me to complete this activity, but | may need assistance.

Rating Scale

Proficiency Statements for Initiating the Project

Low Medium High

Utilize project selection methods/decision models, including benefit measurement methods
and constrained optimization methods

2 | Evaluate historical information for projects involving similar products and services

Determine product/service characteristics using expert judgment as needed

4 | ldentify/document constraints and assumptions

Utilize a project charter to formally document and link the project to the ongoing work of
the organization

6 | Define the responsibilities of the project manager and other organizational managers

Identify how project budget concerns and resource availability affect the project, and how
7 | to interface with the project sponsor or other organizational managers with resource
responsibility

8 | Define project phases of the project life cycle

9 | Identify the primary components of the project charter

10 | Perform high-level assessment of the organizational resources for the project

11| Perform high-level assessment of the technical and nontechnical requirements of the
I project
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Identify and evaluate the project scope statement

Determine the appropriate project or subproject level in which scope statement is needed

Utilize a scope statement as the basis for future project decisions and for evaluating project
tradeoffs

Understand a scope statement as documentation of the agreement between the project
team and customers or other stakeholders by focusing on key project deliverables and
objectives

Determine how and when to properly refine or modify the scope statement

Develop a scope management plan

Identify and evaluate the components of a scope management plan

Identify and evaluate inputs to the scope management plan

Wl le|~N|h]|wv

Identify and evaluate criteria for classifying and integrating project scope changes

Communicate the difference between a project scope management plan and a project scope
statement

Develop a Work Breakdown Structure (WBS), including the proper use of decomposition
techniques

Communicate the differences between a WBS and other types of breakdown structures

Determine the utility of WBS from similar past projects and standardized templates

Determine the inputs of the project scope definition process

Utilize the WBS to manage project phases

Verify the correctness of the WBS

Determine the appropriate level of decomposition detail for various WBSs and parts of a
WBS

18

Create an activity list using decomposition of work packages

19

Identify the appropriate level of activity detail for the work package

20

Determine the inputs to the project activity definition process

21

Organize the activity list as an extension of the WBS

22

Utilize activity lists to verify that all activities are within the project scope and that the WBS
is correct

23

Identify missing deliverables or deliverables requiring clarification, using the WBS as part of
the verification process

24

Determine interactivity dependencies

25

Identify the relationships between project activities for activity sequencing

26

Identify and document the types of interactivity dependencies within the project

27

Construct a project network diagram

Identify appropriate diagramming techniques

29

Determine inputs to the activity sequencing process

30

Complete activity lists and WBS updates as well as updates of related supporting
documentation

3

Define missing activities or activities requiring clarification in the activity list during the
development of the project network diagram

32

Identify physical resources available to the project, including contracted resources

Evaluate historical resource information related to similar projects

Comply with organizational policies regarding resource usage and selection

m Project Management Experience and Knowledge Sef-AssessmentManual
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Rating Scale

Proficiency Statements for Planning the Project (continued)

Low Medium High

35 Determine and quantify resource needs using the WBS, scope statement, resource pool
descriptions, historical information, and organizational polices

Identify staff requirements/assignments through a process of defining the skill types

3E | ramisivad Aafi tha tumar ~f fediddi il fmemiime comeitond oot o oL f et
QU | IEYUlley, UTiinimny i 1ypes ul muiviuudis/groups iegquireu, ueveioping Jon/posiuon
descriptions, identifying training needs, and defining required time frames

17 Develop staffing management plans for assessment and control of human-resource usage
patterns

38 | Develop resource histograms

39 | Identify project material and equipment requirements

Identify the completeness of a resource requirements document, and track individual
resource requirements to WBS elements

41 | Develop a responsibility assignment matrix

Utilize a resource requirements statement as a basis for acquiring resources and managing
42 i . i
other cost activities, including cost budgeting

43 | Develop a resource management plan

44 | Develop activity duration estimates for project scheduling using various tools such as
analogous estimation techniques

45 | Utilize simulations (i.e., results of Monte Carlo analysis)

46 | Estimate the number of work periods and possible work duration ranges

47 | Document the basis for activity duration estimates

48 | Develop a project schedule using activity duration estimates

49 | Develop project cost estimates at an appropriate level of detail

50 | Identify and evaluate inputs to the project cost-estimating process
51| Communicate the differences between cost estimating and cost pricing

52 | Utilize a chart of accounts to associate quantitative cost assessments with related resource
requirements

53 | Identify and document appropriate cost-estimating methods
54 | Evaluate inputs to the cost baseline development process

55 | Develop a cost baseline to determine cost performance

56 | Utilize multiple cost baselines to evaluate different aspects of project cost performance over
time

57 | Verify that cost estimates are complete and associated with specific resource requirements

58 | Develop a cost management plan

59 | Develop a cost change control plan

60 | Identify performance measurement techniques

61 | Formulate project and resource calendars
62 | Identify task leads, lags, and constraints
63 | Determine inputs to the project schedule development process

64 | Select and perform appropriate mathematical analyses, i.e., critical path method
65 | Identify project Graphical Evaluation and Review Technique needs
66 | Identify Program Evaluation and Review Technique needs

67 | Communicate the advantages and disadvantages of the different types of project schedule
formats

68 | Determine the completeness of a project schedule
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69

Proficiency Statements for Planning the Project (continued)

Develop a schedule management plan, including establishing a schedule baseline,
documenting how schedule variances will be managed, identifying schedule change control
systems procedures, and defining appropriate performance measures

Rating Scale

Medium

High

70

Identify the project stakeholders and project/organization responsibility relationships

71

Determine the information reauirements of the project stakeholders

72

Document stakeholder logistic issues

73

Identify external information needs

74

Determine information format and updatelcorrection needs

75

Determine the technologies or methods used to transmit information, as well as to identify
the immediacy of the need

76

Identify the project team experience in order to conduct communications technology-
related training

77

Identify the methods needed to transmit nonroutine communications

78

Develop a communications management plan

79

Determine the organization's quality policy

80

Develop project quality policies

81

Utilize standard project quality tools and techniques

82

Utilize operational definitions (quality metrics) and performance checklists

83

Develop a project quality management plan

84

Evaluate project quality control, assurance, and improvement issues

85

Communicate quality-related inputs of the project, the project's product, and the related
effects on other project planning processes

86

Complete stakeholder needs analyses and overall organizational planning processes as a
guide to the project planning process

87

Identify the organizational structure (e.g., strong matrix and weak matrix) in order to
determine project effects

88

Identify specific organizational role/responsibility assignment processes

89

Develop an organizational chart for project work

Describe project effects of organizational units, technical interfaces, and the presence of
different technical disciplines

Utilize an organizational breakdown structure to evaluate unit responsibilities for specific
work items on the project

92

Identify and quantify potential project risk events

93

Identify the sources of possible internal/external risk events

94

Classify potential risk events, the ranges of possible outcomes, and risk interactions
anticipated during various project phases

95

Identify risk symptoms or triggers

96

Document the manifestations of risk events

97

Develop flowcharts to determine the causes and effects of risk

98

Determine stakeholder risk tolerances

99

Estimate risk event probability and frequency

100

Estimate risk event value and related range of possible project costs

101

Utilize simulation to analyze the behaviorlperformance of the project system

102

Develop decision tree analyses to depict key interactions

m Project Management Experience and Knowledge Seff-AssessmentManual
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103

Proficiency Statements for Planning the Project (continued)

Communicate the limitations of risk quantification in order to avoid false impressions of
risk assessment reliability

Low

Rating Scale

Medium

High

104

Develop risk responses

105

Determine procurement feasibility as a risk reduction tool

106

Develop contingency plans, implementation criteria, and alternative strategies

107

Determine insurance coverage needs

108

Determine risk events warranting responses

109

Identify other processes affected by risk planning iterations

110

Develop a risk management plan

m

Develop the process by which risk identification/quantification will be maintained

112

Determine and document the appropriateness of specific risk event strategies

113

Describe potential differences in risk event estimates depending on the project phase

114

Utilize make-or-buy analysis to identify which project needs are best met by procuring
products and/or services

115

Communicate inputs to the procurement planning process

116

Determine the contract types available for project procurement planning purposes

117

Develop rating and scoring evaluation criteria for project procurement planning purposes

118

Determine the different types of procurement documents

119

Develop the procurement management plan

120

Determine the project plan methodology

121

Describe the difference between dynamically updating the project plan and preserving the
project performance measurement baseline

122

Develop a stakeholder management plan

123

Define and utilize a Project Management Information System to assist in the gathering,
integration, and dissemination of the inputs and outputs of all project processes

124

Identify and develop an integrated project plan, including the project charter,
documentation outlining the project management approach, the project execution plan, the
scope statement, the WBS, budgets, schedules, responsibility assignments, performance
measurement baselines, milestones, key staffing requirements, lists of key risks, risk
response plans, management review plans, and other subsidiary management plans

125

Determine the overall project management plan for use in managing and controlling
project execution
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Proficiency Statements for Executing the Project

Identify and execute corrective actions or modifications to the project plan using a
structured approach

Rating Scale

Utilize structured communication methods

Utilize regularly scheduled project status reviews

Utilize project information systems to provide project information

Utilize negotiating strategies

Apply problem-solving techniques in managing the project

Determine both formal and informal organization activities

Determine methods used to influence behavior and collective action

Wi ie|~N|laajluv|&~|w| W

Manage various project-related technical and/or organizational interfaces

—
L=J

Utilize work authorization systems and procedures for approving project work to ensure
proper work sequencing

1

Know products and services and have ability to monitor/react to project changes initiated
by the sponsor

12

Document work results and quality outcomes, including completion of project deliverables

Identify change requests during work processes, and determine potential project scope
changes

14

Participate in project inspections, reviews, audits, and walkthroughs

15

Determine that work product/results are completed correctly

16

Document product acceptance by stakeholders

17

Perform project quality control testing and measurement

18

Determine the benefits/costs of project quality efforts

19

Document project quality outcomes in a format suitable for comparison and analysis

20

Identify and implement actions needed to increase project effectiveness and efficiency

21

Document lessons learned for improved performance

22

Implement quality improvements using the project change control processes

23

Utilize project team policies and procedures

24

Perform team-building activities

25

Recognize the benefits of collocation

26

Implement programs that enhance project team performance, including use of
conflict/stress reduction techniques

27

Implement a project information distribution system

28

Implement a project information retrieval system

29

Respond to expected and unexpected information requests

30

Maintain project records

N

Define and utilize project payment/invoicing terms

32

Determine project changes, delays, and implementation of termination clauses when
appropriate

33

Rely upon methods to identify project warranties, liabilities, indemnity, and insurance
clause-related activities

34

Manage task time frames, project schedules, deliverable completion dates, and other
deadlines

35

Quantify qualitative data as an aid in source selection

36

Review contractor costs, schedules, and technical performance levels

Project Management Experience and Knowledge Self-Assessment Manual




Rating Scale

Proficiency Statements for Executing the Project (continued)

Medium

37 | Complete payment reviews/approvals

38 | Implement a contract change control system

39 Review contractors' change status reports and dissemination of contractual changes to
appropriate parties

Integrate contract administration within the broader context of the project plan, quality
control processes, and the overall project performance reporting systems

40

otal

Ha Col L
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Rating Scale

Proficiency Statements for Controlling the Project

Low Medium

Determine that a change is needed and that change request documentation has been
properly completed

Adhere to the steps by which official project documents may be changed

3 | Utilize the performing organization's change control system

4 | Utilize the powers and responsibilities of the change control board

: Document and implement procedures to process changes that may be accepted without
prior change control board review

6 | Verify that a change has occurred

; Utilize configuration management procedures to integrate change across all areas of the
project

Determine whether variances from the plan require corrective action, need new or revised
8 | cost estimates, should result in a modification of activity sequences, or require the
development of additional risk-response alternatives

9 | Complete project plan modifications, including integration with various project baselines

10 Employ proactive, structured change management procedures to properly influence a
variety of project stakeholders

Document lessons learned from project integration, including causes of activities requiring
11 corrective action, types of activities requiring corrective action, reasons for selecting certain
corrective actions, and classification of changes for subsequent analysis

12 | Evaluate the degree to which changes would affect the project scope

13 | Implement a scope change control system

14 | Evaluate alternatives to scope modifications

15 Implement approved changes, manage related work tasks, and integrate approved scope
changes into other control processes

16 | Define the procedure by which the project schedule may be changed

17 | Implement a schedule change control system

18 | Integrate schedule activities with the overall change control system

19 | Determine the need for a schedule change

Project Management Experience and Knowledge Self-Assessment Manual
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Rating Scale

Proficiency Statements for Controlling the Project (continued)

Low Medium  High

20 | Determine the magnitude of the schedule change and the need for rebaselining

21| Determine overall plan adjustments resulting from schedule updates

22 | Determine the need for schedule fast tracking or crashing

23 | Initiate corrective actions to ensure that additional schedule changes are minimized

24 | Integrate approved schedule changes with other project control processes

Document lessons learned, including causes of activities leading to schedule changes, types of
25 | schedule changes, reasons for selecting specific corrective actions, and classification of
schedule change causes for further analysis

26 | Implement a cost change control system

27 | Integrate cost changes within the overall change control system

28 | Implement cost controls

29 | Define and evaluate factors that may potentially cause cost changes

Revise cost estimates, and evaluate the degree to which the cost baseline has changed using

30 ; .
performance techniques such as earned value analysis

31| Integrate approved cost changes with other project control processes

32 | Determine modifications needed to estimates to completion

Document lessons learned, including causes of activities leading to cost changes, types of
33 | cost changes, reasons for selecting specific corrective actions, and classification of cost
changes for further analysis

34 | Determine responsibility for project quality control

Monitor specific project results to ensure compliance with requirements (relevant quality

% standards) using appropriate checklists

Perform inspections, reviews, and walkthroughs to ensure that items are properly
documented as accepted, rejected, or identified for rework

37 | Utilize techniques, including Pareto analysis, cause/effect diagrams, trend analysis, and
statistical sampling for inspections

36

38 | Implement process adjustments to ensure quality improvement efforts

39 | Complete all quality-related documentation

40 | Implement performance reviews

41| Generate and disseminate status, progress, and forecast reports to appropriate stakeholders
42 | Create change requests based on performance reports

&

Complete risk event updates as part of the project control process
44 | Quantify actual risk events (for comparison and evaluation with the risk plan)

Execute the risk management plan in order to respond to risk events throughout the course
of the project

46 | Implement workarounds for unplanned negative risk events

Complete risk management plan updates, including adjustments to risk probabilities and risk

4 values

i
Gk
G

-
i

S

o R

soniE

Score for Low Column =
L e S
%ﬁ for

et

Project Management Experience and Knowledge Self-AssessmentManual

—




Rating Scale

Proficiency Statements for Closing the Project

Low Medium High

Define and implement closure at the end phase of the project by collecting all project
1 records, documenting the degree to which each project phase was properly closed after its
completion, and verifying all project results in preparation for formal acceptance

5 Document performance measures resulting from performance reviews and variance, trend,
and earned value analyses

Document the final project scope by reviewing final specifications and analyzing project
success and effectiveness

Document lessons learned

Formalize the acceptance/signoff of the product by the sponsor, client, or customer

Perform final appraisal reviews of team members

Document projects in archives

o|lvw|lo|lo|s

Determine the quality and completeness of the contract file

Incorporate administrative closeout into contract closeout process, including updating of
9 | records based upon final contract results, indexing and archiving of contract information,
and identifying special case closeouts such & early terminations

10 | Verify contract documentation outlining the completion and quality of work results .

11 | Obtain formal acceptance from seller regarding contract completion

edium Column = Column Total X &

Scorefor H|gh Column = Column Total x 108 '

Rating Totals

Initiating the Project

Planning the Project
Executingthe Project
Controllingthe Project

Closing the Project
TOTAL
1500rabove =  Above Average
117t0149 = Average
1160orbelow = BelowAverage
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Section Two:
Project Management Task Statements

The following tables list project management performancedomains Medium: My current project managementexperience would enable
and tasks. A performance domain is a major work area, and ataskiis a me to completethis activity, but I may need assistance.

specific activity linked to that performance domain. The performance
domains are initiating, planning, executing, controlling, and closingthe
project.Task statements describethe activity, how the activitywill be
completed, and why the activity should be completed.

High: My current project managementexperience would enable me
to completethis activity.

Eachdomainhas amaximumnumber of available pointsto be used for
rating purposes only. Therefore, the point value for statements varies
among domains.A domainwith lower point valuesshouldnot be
considered of lesserimportancethana domain with higher pointvalues.

Using the scale in each table, rate your present level of experiencefor
each statement based on the following:

Low. My current project managementexperiencewould limitmy
ability to complete this activity.

Rating Scale
Low Medium High

Task Statements for Initiating the Project

Determine project goals by identifying and working with project stakeholders in order to
meet their requirements, specifications, and/or expectations

Determine product or service deliverables by reviewing or generating the scope of work,
requirements, and/or specifications to meet stakeholder expectations

Determine project management process outputs by applying appropriate practices, tools,
and methodologies to ensure required product/service delivery

Document project constraints through coordination with stakeholders and review of policies
and procedures to ensure compliance

Document assumptions by determining information that must be validated or situations to
be controlled during the project process in order to facilitate the project planning process

Define the project strategy by evaluating alternative approaches to meet stakeholder
requirements, specifications, and/or expectations

Identify performance criteria by referring to product/service specifications and process
standards in order to ensure and/or support the quality assurance effort

Determine key resource requirements by referring to deliverables in order to support
planning and decision-making

Define an appropriate project budget and schedule by determining time and cost estimates
in order to support decision-making

Provide comprehensive information by producing a formal document to obtain an approval

0 decision from the stakeholders

- e
ey
i b 0 1
i A G

B s

e 7 Z .
e -

e i
L
S

e e

G
- zmSMEE,z&f
i

“Score for High C

G

m Project ManagementExperience and Knowledge Self-AssessmentManual




Rating Scale

Task Statements for Planning the Project

Low Medium High

Refine project requirements, assumptions, and constraints through communication with
1| stakeholders and/or by reviewing project documents to baseline the scope of work and
enable development of the execution plan

Create the Work Breakdown Structure (WBS) using the scope of work, other project
2 | documents, and decomposition techniques to facilitate detailed project planning and the
executing, controlling, and closing processes

Develop the resource management plan (human resources, procurement, and so on) by
3 | identifying resource requirements and obtaining commitments from internal, external, and
procured sources to complete all project activities

Refine project time and cost estimates by applying estimating tools/techniques to all WBS
tasks to determine and define project baseline, schedule, and budget

Establish project controls by defining the required correct processes, measures, and controls
to manage project change, communications, procurement, risk, quality, and human
resources to facilitate project executing and controlling processes and to ensure
compliance with generally accepted industry standards

Develop a formal and comprehensive project plan by integrating and documenting project
6 | deliverables, acceptance criteria, processes, procedures, and tasks to facilitate project
executing, controlling, and closing procedures

Obtain project plan approval by reviewing the plan with the client and other required
7 | stakeholders to confirm project baselines prior to proceeding with project executing
processes

y 3 Rating Scale
Task Statements for Executing the Project « ¥
Low Medium High

1 Commit project resources in accordance with the project plan to ensure that all activities

are performed
D Implement the project plan by authorizing the execution of project activities and tasks to

produce project deliverables
: Manage project progress by ensuring that activities are executed as planned in order to

achieve the project objectives
4 Communicate project progress by producing project reports to provide timely and accurate

project status and decision-support information to stakeholders
5 Implement quality assurance procedures by performing project control activities to meet

project objectives
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Rating Scale

Task Statements for Controlling the Project

Low Medium High

1 Measure project performance continually by comparing results to the baseline in order to
identify project trends and variances

Refine control limits on performance measures by applying established policy in order to
identify needs for corrective action

3 Take timely corrective action by addressing the root causes in the problem areas in order to
eliminate or minimize negative impact

4 Evaluate the effectiveness of the corrective actions by measuring subsequent performance in
order to determine the need for further actions

Ensure compliance with the change management plan by monitoring response to change
initiatives in order to manage scope

Reassess project control plans by scheduling periodic reviews in order to ensure their
effectiveness and relevancy

Respond to risk event triggers in accordance with the risk management plan in order to
properly manage project outcomes

8 Promote advocacy for prevention by conducting prevention awareness campaigns to
strengthen publlc and organlzational pollcy and norms
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Rating Scale

Task Statements for Closing the Project

Low Medium High

Obtain final acceptance of deliverables by obtaining formal approval from appropriate
stakeholders to achieve closeout

Document lessons learned by surveying project team members and other relevant
stakeholders to use for the benefit of future projects

Facilitate administrative and financial closure in accordance with the project plan in order
to comply with organization and stakeholder requirements

Preserve essential project records and required tools by archiving them for future use to
adhere to legal and other requirements

Release project resources by following appropriate organizational procedures in order to
optimize resource utilization
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Rating Totals

Initiating the Project
Planningthe Project
Executing the Project
Controlling the Project
Closing the Project

TOTAL

1500rabove =  AboveAverage

117 to 149

Average

16orbelow = BelowAverage
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Section Three:

Exercise

You have been appointedto ateam tasked with reviewing arecently
completed project. Your job is to evaluate the project, document lessons
learned, and propose possible new policies for projectteams to follow in
the future.You have just received the following memo describing the
project that will be reviewed. Read the memo and prepare a series of
questions to ask the projectteam members when you meetwith them.
Relate each of your possible questions to a specific learning objective
from SectionTwo of this booklet. A list of possible questions to which you
can compareyour work follows the exercise.

Memo

To: Project Review Team

From: Alpha ProjectManager

Regarding: The Postproject Review Session Scheduled for Next
Tuesday

Background: The Alpha Project was completed last month. This
was a software development project that provided specific
inventorymanagementsoftware to Alpha Computer Company for
use by their company consultants and for installationat their
customers'sites. This memo is intended to provide you with some
ofthe projectevents to help you better prepare for the upcoming
review session.

Major Points:

1 Projectalpha was completed last month on schedule, but over
budget by 25 percent. Since this project was a cost-plus fixed-fee
contractwith the Alpha Computer Company, we will be charging
Alpha for the cost overruns. This performancelevel appearsto be
average when compared with our corporate track record of
completingsimilar projects.

2.There is some dispute over the scope of what was delivered.
Alpha end users asked us to modify the functionality of our
deliverables about two months ago, resulting in an approximately
10 percent overrun (of the initial contract cost).The Alpha middle
managers with project oversightresponsibilitynow claim that
they were never notified of this scope modification. Although this
project has been closed out, our legal departmentis discussing
these issues with Alpha.

3.There was initially some confusionwhen I replaced Tracey
Knight as project manager. (As you probably remember, Tracey
accepteda positionwith acompany in California). Team
developmentefforts seemed to suffer, since my expectationfor
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individualteam members was substantially differentfrom
Tracey's. Furthermore, it took two full months to sortout the exact
status of the project. Finally, it was not until three months after |
had been assignedto the projectmanager position that | found
out that Alpha managementhad never been notified of the
project leadership change.

4.Lastmonth (prior to project completion) it was accidentally
discovered that severalminor functions of the software had not
been developed.The heroic efforts of severalteammembers
resulted in the development of these modules without negatively
affecting the schedule.

5. Due to unexpected delays by the programmersdeveloping the
FIFQ inventoryalgorithms, several program testerswere
temporarily idle. This resultedin a5 percentcost overrun.

6.Two key systems analysts were unexpectedlypulled off of the
Alpha project and assigned to work on amajor new proposal that
our top managementteam decidedto pursue. This happened four
months ago and affectedboth the projectschedule and costs.

7.We found that our junior programmers needed additional
training, since the softwarelanguage that we used on this project
is relativelynew. The result of this training appears to have
resultedin a 20 percent reduction of category Cprogramming
errors over the last four months. (If you are interested, I will explain
what category Cerrors are at the meeting next week.)

8.0ne of the team program testers notified me last week that
thereis probably amajor programmingflaw in one of the less
frequently used inventory-leveling algorithm modules. This
potential problem has not been verified. However, no actionis
currently being taken, since the customer has accepted the project
(exceptforthe dispute over functionality being addressed by the
legal department). There is also the potential that this issue could
further aggravatethe situation with the customer.

9. By the way, since this projectis already over budget, who is
going to absorb the cost of next week's review meeting?We are
going to have quite afew high-salarypeople in attendance,and |
was just curious s to where they are going to charge their time.

Possible Response to the Exercise

The memo certainly raised anumber of possible questionsfor the review

meeting.Here are afew:




Point #£1 .

Certainly the fact that the schedule was met is agood sign. Since the
customer bears the majority of the riskin cost-plus contracts, the cost
overrun would appear to be less critical to the project team thanifit was
afixed-cost project.On the other hand, it would probably be good to
know why the cost overruns occurred and the customer'sposition
regarding this overrun. An unhappy customermight resultin less
businessin the future.

Possible related learning objectives:

. Identifyand documentprojectneeds—Was the appropriatetradeoff

between project cost and schedule managed according to the
customer'sneeds?

Activity duration estimating —Were duration compressio'nor
crashing techniquesused to maintainthe project schedule? If o,
what were the related cost effects of using these techniques?

. Costestimating—Werethe initial costs estimated correctly?Can the
estimation process be improved?

*  Projectplan development —Were assumptions and constraints
properly anticipated Were there processesin place to update
resource requirementsand cost estimates as the project progressed?

. Projectplan execution—Were correctiveactions taken earlyin order
to minimize the cost overruns?Was the project team successfulin
influencingits organization and the customer'sorganizationin its

Scope verification—Was compliance documentedfor all project
deliverables?

Team development —Arethere projectpolicies to directteam
memberswho are faced with an end user requesting a scope change?
Have team members been trainedin how to respond to such requests
professionally?

Information distribution —Were projectstatus meetings regularly
conducted to keep the customer informed about the project?Ifso,
why didn't the scope change issue come up in these meeting?

Contract administration —Are team members aware of the legal

implications of modifying the scope of project?Are they trained to
respond correctly?

Scope change control —Were specific change requests analyzed and

documentedin terms of the potential effects on project scope,
includingrelated costimplications?

Cost control —How exactis the 10 percentcost overrunrelatedto the
scape change?Were controls in place to provide for the clear
identificationof potential work efforts that were outside of the
approved cost baseline?

Administrativecloseout—How has the legal department's
involvementin this projectaffected administrative closeout?

Point #3.

Most projects face a variety of changes. However,a changein project
leadership can be particularlydisruptive. Itis veryimportant that the
projectplanningprocessinclude specific guidance on how to deal with

attempts to control costs on the project?

Information distribution — How often was the customer notified

aboutthe cost situationWho specifically in the customer's
organizationwas notified?How were they notified (formally,
informally, during regularly scheduled review meeting, and 0 on)?
Were adequate projectrecords maintained?

. Cost control —Were cost overruns justified,and were efforts made to
modify the contract and change the cost baseline?What specific cost
controlswereimplemented?Were cost changes directly related to the
project scope?

Point #2.

Scope creepis acommon problem.The fact that it has become a major
concemto the projectsponsor (customer) and is currently being handled
by the legal departmentis troubling. The implicationswith respectto
overall project costs should also be evaluated further.

Possible related learning objectives:

. Scopeplanning—Was a scope statement createdWeas a scope
managementplan developed, including a specific change
managementprocess for the project?Did the change management
process containa requirementfor review and written approvalof all
scope changes?Wes a customer representativeincluded on the
change managementboard?

. Projectplanning—Was a stakeholder managementplan developed
to guide the projectteam in dealing with the customer organization?

these situations.

Possible relatedlearning objectives:

Projectinitiation/identification of project management
responsibilities —Were specific project managementresponsibilities
documented?Wes there aformal project charter?Weas the charter
revised to identify the new project manager when the change took
place?Was this revised charter distributedto appropriate project
stakeholders?

Resource planning — There seemed to be some confusion over the
exactstatus of work efforts within the project.Was there an up-to-
date responsibility assignment matrix for all work breakdown
structure (WBS) tasks?

Project plan execution—To what extentwas the overall projectbeing
executed and controlled properly before the changein project
leadership?Whatwas the condition and completenessof related
project documentation at that time?What policy improvements could
contributeto aclearer understanding of the project status for all
stakeholders,induding team leadersAWhat leadership transfer
processeswere utilized?

Team development—\Was ateam meeting conductedto introduce
the new projectmanager\as this meeting treated similarlyto a
kickoff meeting, in terms of identifying team developmentand team
responsibility issues?Were team members notified of any new
performance criteria or measurements?

Project Management Experience and Knowledge Self-AssessmentManual



Point #4.

Althoughit is not unusualfor project success to depend on the heroic
effortsof team members, some would argue that such efforts are not
necessarilyin the best long-terminterests of the organization. An
unbalanced approach to projectwork can cause team membersto burn
out.tis also troubling that the missing functionality was accidentally

discovered. This furthers suggests the possibility of deficienciesin project
planning, execution, and control.

Possible relatedlearning objectives:

. Scope definition —Was a\WBS developed and wasiit evaluatedin the
context of the project scope?Wes the WBS detailed enough,
particularly with regard to these missing functions Were activities
definedin appropriate detail?

Resource planning—Was responsibility for the missing functions ever
assignedto ateam member?

+ Communicationplanning—Were internal communications
mechanisms in place to minimize these types of problems?

« Quality planning—Why didn't the quality assurance or control
processescapture the missing functionality?Apparentlythe project
had been completed and delivered|last month. Would internal or
customersreviews have led to the discoveryof the missing
functionalityifit had not been accidentallydiscovered first?

Scope verification —Were all work efforts traced back to the scope
statementto ensure correctcompletionWes the scope statement
evaluatedto ensure completionof all necessary work tasks?

Point #5.

Thisitem suggests the possibilityof poor project scheduling or
inadequaterisk planning. Although these types of problems frequently
occur in projects, the 5 percent cost effect appear to be significant.

Possible related learning objectives:

. Activity sequencing—Was the relationshipbetween program
developmenttasks and program testing tasks accurately reflected
during the schedule development stage?

. Activity duration estimating—How reliable were estimatesfor
program development?What estimating techniques were used?

. Schedule development—Wereany lags built into the schedule
between developmentand testingWes critical path analysisused on
this project?

. Risk management planning —Were possible delays in programming
identified as possible risk events?Were appropriate risk responses
developed?Could the testers have been temporarily reassignedto
other projects?

. Risk-responsecontrol —Did the risk-response control provide for the

updating of risk events as part of the control processAWere the most
appropriateworkaroundsimplemented?

Point #6.

Itis not uncommon for unexpected staffing changes to occur on projects,
particularly large projects that span several months. Although this does
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not appear to be a problem, a few questions should explore how the
project execution was affectedby these events.

Possible relatedlearning objectives:

. Initiation phase identificationof project management
responsibilities —\Whatorganizationalauthority (based upon
corporate policy) does the projectmanager have over the control of
project resources?

. Risk managementplanning—Were potential risk responses
developedin advance?Were alternative resources, including external
procurement, considered & a possible response?What were the
cost/schedule effects?

. Projectplan execution—Was the project manager able to influence

the broader organizationin an appropriate manner?What updates to
various project plans occurredas a result of this unexpected event?

Point #7.

There is evidence of a strong quality management system. The system
was able to measure and categorize errors, identify possible training
needs,and generate resulting quality performancetrends. This is
particularly impressivebecausethe programminglanguage (the
technology being used on the project) was relatively new. Lessons
learned from this effort may be useful on future projectsthroughout the
organizationand should be documented.

Possible relatedlearning objectives:

. Quality planning —What quality tools and techniqueswere used on
the project?How did the quality system work?Could this system be
used on other projectsthroughout the organization?ls there formal
documentation of this system in the quality management plan?

« Qualityassurance—Have youbeenable to assessthe benefits versus
the costs of your quality assurance processes?What quality assurance

improvementsare you consideringWhat formal mechanisms
identify team developmentand training needs?

. Quality control —Whois responsible for quality control?How often
are inspections and other types of reviews conducted?

Point#8.

Thisis an interesting situation. There is a potential, yet unconfirmed,
problemwith a deliverable that has been completed, delivered,and
accepted by the customer. The projectis closed, except for the resolution of
ascope controlissuebeing handled by the legal department. Yet, it doesn't
seem quiteright to just do nothing. At the very least, it would seem that
the problem should be verifiedand the legal departmentnotified. This
situation probably spans all of the areas of professionalresponsibility.
Personal and professionalconduct, work-related conduct,and employee
and client relations all seem to be issues. One could also think of situations
where community responsibilitywould also beimportant. For example, if
the inventory algorithm flaw resulted in the inappropriate storage of
hazardouswaste, therewould certainly be community effects.

Point #9.

Even the postproject review meeting has project cost and organizational
implications.




Section Four:

Initiating the Project

A Identify and Document Project Needs. Suggested learning
opportunities(experienceand training) include the following:

1) Explainthe need for the productor service

2) Documentthe need, including satisfaction of a market demand or
business need, a specific customer request, a technological
advance, or alegal requirement

3) Relate the need to the organizationstrategic plan, if applicable
B. PerformFeasibility Studyand Analysis. Suggested learning
opportunities (experience and training) include the following:

v 1) Utilize projectselectionmethods/decision models, including
benefit measurement methods and constrained optimization
methods

v"2) Evaluatehistoricalinformationfor similar products and services
C Develop Project-Related Product or Service Description.

Suggested learning opportunities (experienceand training)include
the following:

3 1) Determinecharacteristics of the product/service, using expert
judgment as needed

2 Justify the need for the product

3) Accumulate and evaluate historicalinformation

4) Solicitexpert judgment

5) Identify/document limiting constraints and assumptions
D ldentify Various Project-Related Management

Responsibilities. Suggested learning opportunities(experienceand
training) includethe following:

1) Understand the use of a projectcharterto formally documentand
link the projectto the ongoing work of the organization

2) Understand the differentresponsibilitiesof the project manager
and other organizationalmanagers

3) Understand the degree to which budget concerns and resource
availability affect the projectand that they are the responsibility of
managers within the organization

4) Understand the need to define project phases of the project life
cycle

Learning Objectives

E Draft Project Charter and Letter of Engagement. Suggested
learning opportunities(experienceand training) includethe
following:

1) Understand at what point a projectis formallyinitiated

2) Identifyahigh-quality project charter and its primary
components, including a concise statement of the business need
that the projectwill address, a brief description of the project's
product, the name of the project manager, and identification of
the project sponsor

3) Document the project manager'sauthority to apply organizational
resources

F. Understand ProjectManager Selection Process. Suggested
learning opportunities(experienceand training) include the
following:

1) Understandthe criteriaon which the projectmanager will be
evaluatedwhen running the project

2) Understandthe appropriatelevels of technical and nontechnical
expertise needed for the project

Planning the Project

A Scope Planning. Suggested learning opportunities (experience and
training) include the following:

1) Develop ascope statement

a ldentify various parts of a scope statement, including project
justification, projectproductanalysis, objectives, deliverables,
relevant cost/benefit analyses, and supporting detail

b. Assessinputsto the scope planning process, including product
description, the project charter, constraints, assumptions, and
needs for expertjudgment

¢ Understand the appropriate project or subprojectlevelwhere
ascope statementis needed
2) Useascope statementas the basis for future project decisionsand
for assessing projecttradeoffs

a Documentthe agreement between the projectteam and
customersor other stakeholders

b. Focus on key project deliverables and objectives
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C

Know when/how to properly refine/modify the scope
statement

3) Developascope managementplan

a,
b.

[dentify the various parts of a scope managementplan

Assessinputs to the scope managementplanning process,
including organizationalpalicies, projectcharters, constraints,
and assumptions

Provide for the assessment of the stability of various projects
Provide criteria for classifying and integrating scope changes

Understandthe differencebetween a scope management
plan anda scope statement

B. ScopeDefinition. Suggested learningopportunities (experienceand
training) include the following:

1) Understand/construct aWork Breakdown Structure (WBS)

a

f
[}

Differentiate between aWBS and other kinds of breakdown
structures such as an organizationalbreakdownstructure

Investigatethe availability of WBSs from similar past projects
or standardized templates

Identify the various parts of a WBS, including the codes of
accounts, levels,work packages,and the WBS dictionary

Assessinputs to the scope definition process, including the
scope statement, constraints, assumptions, other planning
outputs, and historicalinformation

Utilize the \BS to manage the project phases and identify
deliverables

Verify the correctness of the WBS
Construct the WBS for use in helpto manage projects

2) Use decomposition techniques to constructa\WBS

a

Understand the conceptualimportance of dividing the project
deliverables into smaller, more manageable components

Understand that differentelements may have differentlevels
of decomposition

Utilize the four major steps of decomposition

C. Activity Definition. Suggested learning opportunities (experience
and training) include the following:

1) Create an activity list,using decompositionof work packages

a
b.

[dentify the appropriate activity detail

Understandthat activities can relate either to deliverables or
actionsteps

Assess inputs including the WBS, the scope statement,
historical information, constraints, and assumptions

d. Use activity list/definition templates as appropriate

Organize the activity list as an extension to the WBS

Verify that all activities are within the projectscope and that
the WBS is correct

2 Update the WBS

a

Identify missing deliverables or deliverablesrequiring
clarificationin the WBS as part of the verification process
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b.  Update related documentation {e.g., cost estimates), which
have beenidentified as requiringmodificationduring the
preparationof the activity list

D. Activity Sequencing. Suggested learning opportunities (experience
and training)include the following:

1) Determineinteractivity dependencies

a ldentifythe logical relationshipsbetweenthe project's
activities for accurately sequencing

b.  Understand the differences between mandatory, discretionary,
and externaldependenciesin the contextof activity
sequencing

¢ Identify the appropriatetype of interactivity dependency, such
& finish-to-start, start-to-start,and so on

2 Constructaproject network diagram

a ldentify the appropriate diagramming technique
1. Precedence diagramming method or activity-on-node
2. Arrow diagramming method or activity-on-arrow
3. Conditional diagramming methods

b. Assessinputsto the activity sequencing process, including the
activity list, product descriptions, documented dependencies,
constraints, and assumptions

¢ Usenetwork-diagrammingtemplates as appropriate

3) Update the activity listand the WBS

a ldentify missing activities or activities requiring
clarification/correction in the activitylist during the
preparation of the project network diagram

b. Properlyupdate the activity list and all related documentation,
such as the WBS, during the preparation of the project
network diagram

E ResourcePlanning. Suggested learning opportunities (experience
and training) include the following:

1) Identify available physical resources, including contracted
resources

2 Reviewhistoricalinformationregarding what types of resources
were requiredfor similar projects

3) Revieworganizationalpolicies regarding resource usage and
selection

4) Solicitexpert judgment

5) Determine/quantify resource requirementsusing the WBS, scope
statement, resource pool descriptions, historical information, and
organizationalpolices

a ldentify staff requirements/assignments by defining the types
of skills required, defining the types of individuals/groups
required, developing job/position descriptions, identifying
training needs, and defining required time frames while
consideringpart-/full-time availability

b. Developstaffingmanagementplans for control of human
resource usage

¢. Developaprojectteam directory of membersistakeholders
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d. Developaresource histogram
e ldentify material and equipmentrequirements
6) Identifythe completenessof aresource-requirementsdocument,

and relate individual requirementsto their respective elements of
the WBS

7) Negotiatewith functionalmanagersto ensure assignmentof the
best people
8) Develop/document responsibility assignment matrix
a Assess projectteam preferences and assignment expectations
b. Understand the effect of the organizationalstructure (e.g.,
strong versusweak matrix structure)

9) Usearesource-requirementsstatementas abasis for acquiring
resources and to manage other cost activities, including cost
budgeting

10) Develop/document aresource-managementplan

. Activity Duration Estimating. Suggested learning opportunities

(experience and training) include the following:

1) Create/document duration estimatesto aid in project scheduling

a  Assessinputs,including resource requirement, resource
capabilities, expert judgment, and historicalinformation (for
similar activity durations)

b. Use analogous or top-down estimating
¢ Interpretsimulations (e.g., results from Monte Carlo analysis)

d Estimatethe number of work periods and possible work
durationranges by consideringboth expected work time and
elapsedtime

e Documentthe basis of activity duration estimates
f.  Properly use activity duration estimates to develop a project
schedule

2 Updatethe activity list to include the documentation of missing
activities or activities requiring clarification/correction

. Cost Estimating. Suggested learning opportunities (experienceand

training) include thefollowing:

1) Develop cost estimates at an appropriatelevel of detail/summary

a Assessinputs to the cost estimatingprocess, including the
WBS, resource requirements, resource rates, activity duration

estimates, the organization's chartof accounts, expert
judgment, and historical resourcelcostinformation

b. Determineresource rates
1 Understand the difference between cost estimating and
pricing
2 Associate quantitativecost assessmentswith related
resource requirement, using the chart of accounts
3. Solicitexpert judgment

¢ Determine appropriate estimating method (e.g., analogous,
parametric, bottom-up, or computer-generatedscenarios)

2) Documentcost estimates and the costhaseline

a Allocate overall cost estimatesto individualwork items

b. Assessinputstothe costbaseline development process,
including the individual cost estimates, the WBS, and the
project schedule

¢ Establishthe costbaselineto monitor cost performance
d Understandthe use of multiple cost baselines to measure
differentaspects of project cost performance over time

3) Verify that cost estimates are complete and associated with
specific resource requirements
4) Develop/document a cost managementplan

a Determinehow costvariances will be managed and
understandtradeoffsinherentin life-cycle costing

b. Developa cost change control system (e.g., rebaselining)

¢. Determineappropriate performance measurement techniques
(e.g.,earned value)

H. Schedule Development.Suggested learning opportunities

(experienceand training) include the following:
1) Formulate project and resource calendars
2) Identifytask leads, lags,and constraints

3) Assessinputsto the projectschedule development process,
including project network diagrams, activity duration estimates,
resource pool descriptions, and resource requirements

4) Update assumptions, resource requirements,and schedule
reserves, as needed

5) Selectand perform the appropriate mathematical analyses,
includingthe possible use of:
a Critical path method
b. Graphical evaluationand review technique
¢ Program evaluationand review technique
d. Duration compressiontechniques (crashing and fast tracking)
e. Simulationanalysis
f.  Resource leveling heuristics
g Computerprojectmanagementsoftware

6) Understandthe advantages and disadvantagesof the different
types of formats when developing and documentingproject
schedules, e.g., project network diagrams with schedule dates, bar

or Gantt charts, milestone charts, and time-scalednetwork
diagrams

7) Assessthe completenessof a projectschedule and useit to
manage the project

8) Developaschedulemanagementplan, including establishmentof
aschedule baseline, documentation of how schedule variances
will be managed, identification of schedule change control
systems procedures, and definition of appropriate performance
measures

Communication Planning. Suggested learning opportunities
(experienceand training) include the following:
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1) Determinethe information requirements of the project
stakeholders

a ldentify stakeholdersand project/organization responsibility
relationships

b. Identify disciplines, departments,and specialtiesinvolvedin or
affected by the project

¢ Assess stakeholder logistic issues/document individual
locations

d. Identify externalinformation needs

e Identify needs regarding the typelformat of information, as
well s the needs for related updatesicorrections

f. Avoid wasting resources and technology on unnecessary
information
2) Determinethe technologiesor methods used to transmit
information

a ldentify the immediacy of the need, the expected level of
projectstaffing, and the length of the project

b. Identify the availability and potential acquisition of technology

¢ Identify the experience/expertise of the team to assess the
need for communicationstechnology-relatedtraining

d. Identify the methods needed to transmitnonroutine
communications
3) Developacommunicationsmanagementplan that
communicates stakeholder needs

a Definethe appropriate collection techniques and filing
structures

b. Definethe appropriate distribution structures
c. Definetheinformationto be distributed

d. Determinerequired reports (.g., status, progress, or
forecasting)

e Develop schedulefor information distribution

f. Define the method for updating and refining the
communicationsmanagement plan

g Understand the close linkage between communications
planning and organizationalplanning

J. Quality Planning.Suggested learning opportunities (experienceand
training) include the following:

1) Evaluatethe performingorganization's quality policy
2) Develop projectquality policies

3) Use standard quality tools and techniques

a Usebenefitlcost analysis to quantitativelyevaluate alternative
quality requirements

b. Use benchmarking to generate ideas for improvement
Use flowcharting to show systems element dependencies

d. Use design of experiments to identify variablesthat have the
mostinfluence on the overall outcome

e Identify and use operational definitions (metrics)

f. Identify any application area-specific standards and
regulations
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g ldentify performancechecklists as they relate to quality
planning

Develop/document quality management plan describinghow
quality will be managed

a Assessinputsto the quality managementplan development
process, including the organizationalquality policy, the project
scope statement, relevant standards and regulations, and
detailed product descriptions

b. Maintain aflexible stylein order to handle the iterative nature
of quality managementplanning

¢ Address quality control, quality assurance, and quality
improvementissues

d. Convertimplied scope statementneedsinto clearly stated
quality requirements

Understand and manage quality-related inputs during project
implementation, related to both the projectand the product (of
the project) as they affect other project planning processes

Organizational Planning. Suggested learning opportunities
(experienceand training) include the following:

1
2)

3

4

[dentify the organization's culture and style

Perform stakeholder needs analysis & a guide to the
organizationalplanning process

Identify the organizationalstructure, and understand how

differentstructures {e.g., strong matrix and weak matrix) can

affectthe project

[dentify relevant reporting relationships

a Usetemplatesfrom similar projects

b. Usethe organization's existing human resource practices as
guidelines

Identify organizationalrole/responsibility assignment processes

Understand potential organizationaleffects resulting from project
resource needs

Developan organizationalchartfor projectwork

a Understand organizationalinterfaces/organizational-units

b. Understand technicalinterfaces/different technical disciplines
¢ Understandinterpersonalinterfaces/differentindividuals
d

. Properly use an organizationalbreakdown structure to
evaluate unit responsibilitiesfor specific work items on the
project

. Risk Management Planning. Suggested learning opportunities

(experienceand training) include the following:

1) Identify potentialrisk events and create checklists

a Identify sources of possible internal/external risk events (e.g.,
poor estimates, design errors, or poorly defined roles)

b. Identify and classify potential risk events, ranges of possible
outcomes,and risk interactions during various project phases
1. Discrete or continuous
2. Controllableor uncontrollable




Potential positive or negative outcomes

Estimated time when it will affect the project
Potentialmagnitude of losses or gains to the project
6. Potential alternative outcomes

¢ ldentify risk symptomsor triggers (e.g., poor morale due to
impending schedule delay)
1. Document manifestationsof risk events
2 Develop flowcharts to assess the cause and effect of risk

Quantify potential risk events

a Determinerisk tolerancesfor stakeholders

b. Estimate risk event probability and frequency

¢ Estimatethe risk eventvalue and related range of project costs
d

| Performlassess simulation to analyze behaviorlperformance
of the project system (e.g., schedule, costs)

e. Develop decision tree analyses to depict key interactions

f. Understand the limitations of risk quantificationand avoid
false impressions of risk assessment reliability

g Assessrisk tradeoffsbetween stakeholders
h. Calculate arange of total projectcosts

Developrisk responses
a. Developalternative strategiesto preventor avoidrisk events
b. Determinethe feasibility of procurementto reduce risks

¢ Develop contingency plans, implementation criteria, and
alternative strategies

d. Determinethe need for insurancecoverage

e Determinethe need for reserves{e.g.,, management, schedule,
or contingency),and determine how they will be triggered

f. Determine whichrisk events warrant responses,and manage
risk response-relatedinputs to other processes

g Update other processes affectedby risk planningiterations

Develop/document arisk managementplan
a Identify parties responsible for managing various areas of risk

b. Determine how risk identificationlquantification processes will
be maintained

¢ Determine reserve allocation processes

d. Documentand update the appropriatenessof specific risk
event strategies (i. e., avoidance, mitigation, or acceptance)

e Documentpotential differencesin risk event estimates
depending on the project phase

f. Develop criteriato assessthe quality/completeness of risk
documentation

M. Procurement Planning. Suggested learning opportunities

(experienceand training) include the following:

1)
2)

3

Determinewho is responsible for project procurementactivities

Identify what project needs are best met by procuring products
and services using make-or-buyanalysis

Assess inputs to the procurementplanning process, including the
scope statement, the product description, procurementresources,

marketcondition analyses, and other planning outputs (e.g.,
qualitymanagementplans, the WBS, identified risks,and planned
staffing levels)

Determine contract types and potential providers
Developrating and scoring evaluationcriteria

Conductsolicitation planning

a Generateforms,induding standard contracts, standard
descriptions of procurementitems, and standardized sections
of bid documents

b, Assess the need for expert judgment

¢ Understandthe differenttypes of procurement documents
{e.g.,invitation for bid, request for proposal, or request for
quotes)

Develop descriptions (statements of work) to describe
procurementitems for potential providers to ensure comparability
of seller responses

a Provide sufficient detail based uponthe expected contract
form and buyer needs (including collateral service
requirements)

b. Determinethe appropriatenessof multiple product/service
item procurements

¢ Manage statement of work updates/refinements

Develop/update the procurementmanagementplan, including:
a  Sourceselection/contract type criteria

b.  Contractadministrationprocedures

c¢.  Contractcloseout procedures

d. Appropriate format/level of plan detail

Project Plan Development. Suggested learning opportunities
(experienceand training) include the following:

1)

2
3

4

Define limiting constraints

a Properly documentthe tradeoffsand decisionsrelating to
competingobjectives

b.  Support decisions with technical documents/standards
information

¢ Utilizehistoricalinformation
Define assumptions

Determineand define the project plan methodology, ranging
from simple use of standard forms and templatesto use of
complex simulations

a Understandthe difference betweenhard tools (e.g.,project
managementsoftware) and soft tools (facilitation of
meetings)

b. Understand the need for a structured approach to project
planning

¢ Ensure plan consistencywithorganizationalpolicies
Update resource requirementsand cost estimates

a Recognize the need for update iterations throughout project
execution
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b. Understand the differencebetween dynamicallyupdatingthe
projectplanand preservingthe project performance
measurement baseline

5) Developastakeholder managementplan

a ldentify all project stakeholders, needs, expectations,and
objectives

b. Determinethe various roles of project stakeholders

¢ Determinethe existing skillslknowledgeof project
stakeholders

d Assess the overallimpact of stakeholdersupon the project

e Determine how stakeholdersshould be managed

f. Identify and evaluate relevantorganizationalpolicies

6) Define and use aprojectmanagementinformation systemto
assistin the gathering, integration, and disseminationof the
inputs and outputs of all project processes

7) Draftaprojectplan,including the project charter, documentation
outlining the projectmanagementapproach, the project
execution plan, the scope statement, the WBS, budgets, schedules,
responsibility assignments, performance measurementbaselines,
milestones, key staffing requirements, lists of key risks, risk-
response plans, management review plans, and other subsidiary
managementplans

8) Usethe projectmanagementplan to manage and control project
execution

Executing the Project

A. Project Plan Execution. Suggested learning opportunities

(experienceand training) include the following:

1) Determinecorrectiveactions and modify the currentprojectplan,
using astructured approach to project execution
2 Leadaproject
a Createavisionfor the project
b. Develop strategiesto achieve the vision
c¢. Marketthe visionto align cooperation
d Formulate plans to motivate others and to implement change

3) Demonstrate communicationskills

a Determine sender-receivermodels (e.g., feedback loops and
barriers)

b. Determine choice of media (e.g., written/oral or
formal/informal)

Determine appropriatewriting style (e.g., active or passive)

d. Determine presentationtechniques (e.g., use of body
language or visual aids)

e Determine meeting techniques (e.g., use of agenda
developmentor conflictresolution techniques)
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f. Use projectinformation systems to provide project
information

g Developformats for and establishregularly scheduled project
status reviews

4) Demonstrate negotiationskills and determine appropriate
negotiatingstrategies (e.g., direct/assisted or
mediationlarbitration)

5) Demonstrate problem-solving skills
a Definethe causeslsymptomsofthe problem
b. Analyzethe problem
¢ ldentifyviable solutions
d. Implementthe decision

6) Demonstrate the ability to influence the broader organization
a Understand formal and informal organizationalstructures
b. Utilize the power structure to influence behavior
¢ Utilizethe political structurefor collective action
d Coordinate/direct various technical/organizational interfaces
e Use appropriateorganizational proceduresin project work

7) Use appropriatework authorizationsystems/procedures for
sanctioning project work and ensuring proper work sequencing

8) Assess needed skillslknowledgeabout the product,and
monitorlreactto project changes initiated from the sponsoring
organizationalunit

9) ldentify and document work result outcomes, including
completion of deliverablesas well as work quality

10) Identify change requests,including projectscope change
Scope Verification. Suggested leaming opportunities (experience
andtraining)includethe following:

1) Conductinspections, reviews, audits,and walkthroughs

2) Determinethat work product results were completedcorrectly

3) Documentthe level and extentof deliverablecompletion,
includingany conditional acceptances

4) Documentacceptance by stakeholdersin aformally signed
project scope acceptance statement

. Quality Assurance. Suggested learning opportunities (experience

and training) include the following:

1) Perform/assess quality controltesting and measurementin a
timely manner

2) Assessthe benefits/costs of quality efforts
3) Record outcomesin aformatfor comparison and analysis

4) Determineappropriateactions needed to increase the project
effectivenessand efficiencyfor the stakeholders

5) ldentify/document lessons learned forimproved performance

6) Implementqualityimprovements, using change control processes




D Team Development.Suggested learning opportunities(experience
andtraining) includethe following:
1} Developa cohesive projectteam
a Establishteam policies and procedures
b. Perform team-building activities
¢ Recognizethe need for andimplement collocation
d Fosteraspirit of teamwork
e. Encourage/obtain feedback
f.  Provide constructiveadvice
g Disseminateinformationamong team members
h. Reinforcewords with actions

2 Measureteam performance, and compareit with the project plan
objectives

3) Defineladministerreward and recognition systems

4) Assessteam members'strengths and weaknesses
a ldentify areas/resources in need of training
b. Identify and utilize internal or external training resources
¢ Schedule and implementteam-membertraining

5) Assessindividual or team performanceimprovements

6) Identifyreal and potentialteam conflictsldisputes
a Recognizestress
b. Recognizethe differencesin personality traits and interests
¢ Recognizethe effects of attitudes, emotions, and prejudices
d Recognizethe differencesamong cultures
e. Define processesto mediate and resolve conflictsfdisputes
f. Provide counseling to team members
g. Balance members'dual accountability to functionalmanagers

and project managers

7) Provide inputinto individual performanceappraisal

8) Rate/document employee performance

9) Conductprojectteam-reviewmeetings

10) Enhance the individual and team skills of individual team
members

E Information Distribution. Suggested learning opportunities

(experienceand training) include the following:
1) Implementinformation distribution systems
2 Implementinformation retrieval systems

Respond to expected and unexpected informationrequests

& &«

Maintain projectrecords

«

Distribute information to stakeholdersin a timely manner,and
ensure that clear communicationhas taken place

F. Source Selection/Contract Development. Suggested learning

opportunities(experience and training) include the following:

Define the scope of services

)
2) Define terms of payrnentlinvoicingrequirements

@

Define changes, assignments, delays, and termination clauses

4) Define warranties, liabilities,indemnity, patent,and insurance
clauses

5) Define time,schedule, completion dates,and other deadlines

6) Conductbidder, contractor, vendor,and prebid conferences as
appropriate

7) Assessthe potential seller's ability and willingness to provide the
requested productslservices

8) Assess contractlanguage for quality and completeness

9) Quantifyqualitativedatato aidin source selection
Contract Administration. Suggested learningopportunities
(experienceand training) include the following:

1) Recognize the legal implications of actions taken

2) Review contractor costs, schedules, and technical-performance
levels

3) Determine appropriatereviews/approvals needed for payment

4) Compare submittedinvoices againstwork performed/products
delivered

5) Implementappropriatecontract change control systems

6) Review contractor'schange status reports

7) Disseminate contractualchanges to appropriate parties

8) Determineldocurnentthe achievement of contractual objectives
9) Maintain documentation of contractual correspondence

10) Integrate contractadministrationwithin the broader context of
the project plan, quality control processes, and overall project
performance-reportingsystems

11) Monitor the payment system

Controlling the Project

A. Overall Change Control. Suggested learning opportunities

(experienceand training) include the following:

1) Determine that a changeis needed and that change request
documentation has been properly completed

2) Define the steps by which official projectdocumentsmay be
changed
a. ldentifythe performingorganization's change control system
b. Define the powers/responsibilities of the change control board

¢ Define proceduresto handle changes that may be approved
without prior review
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d Definewhat constitutesautomaticapproval for selected
defined categories of change

3) Determinethata change has occurred

4) Integrate projectchange across all areas of the project, using
appropriate configurationmanagement procedures

5) Assesswhethervariances from the plan require corrective action
by:
a, ldentifying the need for new or revised cost estimates
b. Modifying activity sequences
¢ Analyzingrisk-responsealternatives

6) Update/disseminate project plan modifications, including
integrationwith various projectbaselines

7) Implement corrective action

8) Ensure that changes to the product scope are reflectedin its
definition

9 Employ proactive, structured change managementprocedures to
properly influence avariety of project stakeholders

10) Documentlessons learned from project integration, including:
a Causesof activities requiring corrective action
b.  Types of activities requiring corrective action
¢ Reasonsfor selectingcertain corrective actions
d

. Classification of change types for subsequent analysis (e.g.,
external, errors and omission, or value-added change)

Scope Change Control. Suggested learning opportunities
(experienceand training) include the following:

1) Define the procedureby which the project scope may be changed

2 Assessthe degreeto which changes would affectthe project
scope

3) Implementascope change controlsystem

4) Determineany need for change in scope,and integrate related
project eventsinto the overall change control system

5) Log scope change characteristics
6) ldentifyand evaluate alternatives in/to scope modification

7) Implementapproved changes, manage related work tasks, and
integrateapproved scope changesinto other control processes
(e.g., time, cost, or quality control processes)

8) Notify stakeholdersaffected by the scope change

9) Documentlessons learned, including:
a Causesof activitiesleading to scope changes
b. Types of scope changes
¢ Reasonsfor selecting specific corrective actions
d Classificationof scope change types for further analysis

Schedule Control. Suggested learning opportunities (experience
andtraining) include the following:

1) Define the procedureby which the projectschedulemay be
changed
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Implementa schedulechange control system
Integrate schedule activities with overall change control system
Determinethe need for a schedule change

Assess the magnitude of the schedule change and the potential
need for rebaselining

Determinewhether schedule updates require overall plan
adjustments

Determine the need for schedule fast tracking or crashing

Influencethe factors that can cause schedule change, and manage
actual approved schedulechanges when they occur

Initiate corrective actions to ensure that additional schedule
changesare minimized

10) Integrate approved schedulechanges with other project control

processes

11) Notify all stakeholdersaffected by the schedule change

12) Document lessons learned, including:

a Causesof activities leading to schedule changes

b.  Types of schedule changes

¢ Reasonsfor selectingspecific correctiveactions

d Classificationof schedule change causes for further analysis

. Cost Control. Suggested learning opportunities (experience and

training)includethe following:

1)

E L

9

Define the procedure by which the cost baseline may be changed
Implementa cost change control system
Integrate cost changeswith the overall change control system

Implementcost controls
a Monitor cost performanceto detect variances from the plan
b. Determinethe reason for positive/negative variances

¢ Ensure that appropriate changes are correctly recordedin the
costbaseline

d  Preventacceptance of incorrect,inappropriate, or
unauthorized changes

Influence factors that can potentially cause cost changes

Revise cost estimates, and assessthe degree to which the cost
baseline has changed, using performancetechniquessuch as
eamned value analysis

Issue budget updates to the approved cost baseline, and relate
them to scope/schedule changesiif applicable

Integrate approved cost changes with other project control
processes

Assess estimates to completionfor possible modification

10) Notify all stakeholdersaffectedby cost changes

11) Documentlessons learned, including:

a Causesof activitiesleading to costchange




b.  Types of cost changes
¢. Reasons for selecting specific corrective actions
d Classification of cost-change causes for further analysis

E Quality Control.Suggested learning opportunities(experienceand

training)include the following:
1) Determineresponsibility for quality control

2) Monitor specific projectresults, and ensure compliance with
requirements(relevantquality standards), using appropriate
checklists

3) Identify ways to eliminate causes of unsatisfactoryresults

a Implementimmediate corrective actions when and where
appropriate

b. Determine preventative actions when and where appropriate

4) Conductinspections, reviews, and walkthroughs and ensure that
items are properly documented as accepted, rejected, or identified
for rework

5) Determineif the processisin control, using control charts

6) Use appropriate techniques,including Pareto analysis, cause/effect
diagrams, trend analysis, and statistical sampling, for inspections

7) Avoidrework-relatedprojectoverruns

8) Implement process adjustments, and assess the success of quafity-
improvementefforts, using established change control processes

9) Ensure completion of all quality-related documentation

. Performance Reporting. Suggested learning opportunities

(experienceand training) include the following:

1) Determine performance measurementsand the appropriate
format/level of detail for performancereporting

2) Conductperformancereviews

3) Generate and disseminate status, progress, and forecastreportsto
appropriate stakeholders
4) Implementchange requests based upon performancereports

a Assessthe completenessof change requests coming from the
performancereporting process

b.  Utilize other change control processes as needed

. Risk-ResponseControl. Suggested learning opportunities

(experienceand training) include the following:
1) Update risk events as part of the control process
2) Quantifyactual risk events (for comparison with the risk plan)

3) Executethe risk managementplanin order to respondto risk
events throughout the course of the project

4) Implementworkarounds for unplanned negativerisk events

5) Develop additionalrisk responses if planned risk responses are
inadequate

6) Evaluatethe magnitude of actual risk eventsin order to assess the
reliability of previous risk estimates

7) Updatethe risk managementplan, including both adjustmentsto
risk probabilities and to riskvalues

Closing the Project

A. Administrative Closeout. Suggested learning opportunities

(experienceand training) include the following:

1) Implementclosure at the end phase of the projectby:
a Collectingall project records

b. Documentingthe degree to which each project phase was
properly closed afterits completion

¢ Verifying all project resultsin preparation for formal
acceptance

d. Completingpunch lists

2) Document performancemeasures resulting from performance
reviews, variance, trend, and earned value analyses

3) Documentthe final project scope by reviewingfinal specifications
and analyzing project success and effectiveness

4) Documentlessons learned

5) Formalize acceptancelsignoffof the productby the sponsor, client,
or customer

6) Performfinal appraisalreviews of team members

7) Archive project documentation for historicalfiles

Contract Closeout. Suggested learning opportunities (experience
and training) include the following:

1) Assessthe quality and completenessof the contract file

2) Verify productlservice acceptance

3) Incorporate administrative closeoutinto contract closeout process,
including:
a  Updating records based upon final contract results
b. Indexingand archiving contractinformation
¢. Identifying special case closeouts, such as early terminations

4) Provide contract documentationlverificationof complete and
satisfactory work results

5) Notifyseller of contract completion,and obtain formal acceptance
from seller

6) Conductastructuredreview of the procurementprocess (e.g.,2
procurementaudit)
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Appendix A:

1. Inclusions and Exclusions

This glossary includes terms that are:

. Unique or nearly unique to projectmanagement (e.g., scope

statement, work package, work breakdown structure, critical path
method).

. Notunique to projectmanagement, but used differently or with a

narrower meaning in project managementthanin general everyday
usage (e.g., early start date, activity, task).

This glossary generallydoes not include:

+  Application area-specific terms (e.g., project prospectusas alegal
document—unique to real estate development).

. Temswhose usein projectmanagementdo not differin any material
way from everyday use (e.g.,contract).

. Compound terms whose meaning is clear from the combined
meanings of the componentparts.

Variantswhen the meaning of the variantis clear from the base term
(e.g.,exception reportis included, exception reportingis not).

As aresult of the aboveinclusions and exclusions, this glossary includes:

. Apreponderance of terms relatedto Project Scope Managementand
Project Time Management, since many of the terms used in these two
knowledge areas are unique or nearly unique to project management.

. Many terms from Project QualityManagement, since these terms are
used more narrowly than in their everyday usage.

. Relativelyfew terms relatedto Project Human Resource Management,
Project Risk Management,and Project Communications Management,
since most of the terms used in these knowledge areas do not differ
significantly from everydayusage.

. Relativelyfew terms relatedto Project Cost Managementand Project

ProcurementManagement, since many of the terms used in these
knowledge areas have narrow meanings that are uniqueto a particular
application area.
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2.

ACWP
AD
ADM
AF
AOA
AON
AS
BAC
BCWP
BCWS
CCB
CPFF
CPIF
CPI
CPM
o}
DD
DU
EAC
EF
ES
ETC
EV
FF
FFP
FPIF
FS
GERT
IFB
LF
LOE
LS
MPM
0BS
PC
PDM
PERT
PF
PM
PMBOK
PMP
PS

QA

RAM

Common Acronyms

Actual Cost of Work Performed
Activity Description

Arrow Diagramming Method
Actual Finish date
Activity-On-Arrow
Activity-On-Node

Actual Start date

Budget At Completion
Budgeted Cost of Work Performed
Budgeted Cost of Work Scheduled
Change Control Board

Cost Plus Fixed Fee

Cost Plus Incentive Fee

Cost Performancelndex
Critical Path Method

Cost Variance

Data Date

Duration

Estimate At Completion

Early Finish date

Early Startdate

Estimate (or Estimated) To Complete (or Completion)

Eamned Value

Free Float or Finish-to-Finish

Firm Fixed Price

Fixed Price Incentive Fee

Finish-to-Start

Graphical Evaluationand ReviewTechnique
Invitation For Bid

Late Finish date

Level Of Effort

Late Start date

Modern Project Management
Organization{al) Breakdown Structure
PercentComplete

Precedence Diagramming Method
ProgramEvaluationand ReviewTechnique
PlannedFinish date

Project Managementor Project Manager
Project ManagementBody of Knowledge
Project ManagementProfessional
Planned Start date

QualityAssurance

Quality Control

Responsibility Assignment Matrix




RDU Remaining Duration

RFP Request For Proposal

RFQ Request For Quotation

F Scheduled Finish date or Start-to-Finish
Sow Statement Of Work

SPI Schedule Performancelndex

SS Scheduled Start date or Start-to-Start
SV Schedule Variance

TC Target Completion date

TF Total Float or Target Finish date

TS Target Start date

aMm Total Quality Management

WBS Work Breakdown Structure

3. Definitions

Many of the words defined here have broader, and in some cases
different, dictionary definitions.

The definitions use the following conventions:

. Temsused as part of the definitions,and are defined in the glossary,
are shownin italics.

«  When synonyms are included, no definitionis given and the reader is
directedto the preferred term (ie., see preferred term).

Related terms that are not synonyms are cross-referencedat the end
ofthe definition (ie., see alsorelatedterm).

Accountability Matrix. See responsibility assignmentmatrix.

Activity. An element of work performedduring the course of a project.
An activity normally has an expected duration, an expected cost,and
expected resource requirements. Activities are often subdividedinto
tasks.

Activity Definition. Identifyingthe specific activitiesthat must be
performed in order to produce the various projectdeliverables.

Activity Description (AD). A short phrase or label used in aproject
network diagram. The activity description normally describes the scope of
work of the activity.

Activity Duration Estimating. Estimatingthe number of work periods
whichwill be needed to complete individual activities.

Activity-On-Arrow (AOA). See arrowdiagrammingmethod.
Activity-On-Node (AON). Seeprecedencediagrammingmethod.

Actual CostofWork Performed (ACWP). Total costs incurred (direct
and indirect) in accomplishingwork during agiventime period. See also
eamed value.

Actual Finish Date (AF). The pointin time that workactually ended on
an activity. (Note:in some application areas, the activity is considered
“finished”when work is “substantially complete.")

Actual Start Date (AS). The point in time that work actually started on
an activity.

Administrative Closure. Generating, gathering,and disseminating
information to formalize project completion.

Application Area. Acategory of projects that have common elements
not presentin all projects. Application areas are usually defined in terms
of either the productof the project (i.e., by similar technologies or
industry sectors) or the type of customer (e.g.,internal vs. external,
governmentvs. commercial). Application areas often overlap.

Arrow. The graphicpresentationof an activity. See also arrow
diagrammingmethod.

Arrow Diagramming Method (ADM). Anetwork diagramming
techniquein which activities are representedby arrows. The tail of the
arrow represents the start and the head represents the finish of the
activity (the length of the arrow does not represent the expected duration
ofthe activity). Activitiesare connectedat points called nodes (usually
drawn as small circles) to illustrate the sequencein which the activities
are expectedto be performed. See also precedence diagrammingmethod.

As-of Date. See datadate.

Backward Pass. The calculation of late finish dates and late start dates for
the uncompleted portions of all network activities. Determined by working
backwards through the network logic from the project'send date.The end
date may be calculated in aforward pass or set by the customer or sponsor.
See also network analysis.

Bar Chart. A graphic display of schedule-relatedinformation. In the
typical bar chart, activities or other project elements are listed down the
left side of the chart, dates are shown across the top, and activity
durationsare shown as date-placed horizontal bars. Also called a Gantt
chart.

Baseline. The originalplan (for a project,a work package, or an activity),
plus or minus approved changes. Usually used with amodifier (e.g., cost
baseline, schedule baseline, performancemeasurement baseline).

Baseline Finish Date. See scheduledfinishdate.
Baseline Start Date. See scheduledstartdate.

Budget At Completion (BAC). The estimated total cost of the project
when done.

Budget Estimate. See estimate.

Budgeted Cost of Work Performed (BCWP). The sum of the approved
cost estimates (includingany overhead allocation) for activities (or
portions of activities) completed during a given period (usually project-
to-date). See also earnedvalue.

Budgeted Cost o fWork Scheduled (BCWS). The sum of the approved
cost estimates (including any overhead allocation)for activities (or
portions of activities) scheduledto be performed during agiven period
(usually project-to-date). See also earnedvalue.

Calendar Unit. The smallest unit of time usedin schedulingthe project.
Calendar units are generally in hours, days, or weeks, but can also be in
shifts or evenin minutes. Used primarilyin relationtoproject
managementsoftware.

Change Control Board (CCB). Aformally constitutedgroup of
stakeholdersresponsible for approving or rejecting changes to the
project baselines.

Change i n Scope. See scope change.

Chart of Accounts. Any numberingsystem used to monitor project
costs by category (e.g., labor, supplies, materials). The project chart of
accountsis usually based upon the corporate chart of accountsof the
primary performing organization. See also code ofaccounts.

Charter. Seeprojectcharter.
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Code of Accounts. Any numbering system used to uniquelyidentify
each element of the work breakdown structure. See also chortofaccounts.

CommunicationsPlanning. Determining the informationand
communicationsneeds of the project stakeholders.

Concurrent Engineering. An approach to projectstaffing that, in its
most general form, calls forimplementors to be involvedin the design
phase. Sometimes confused with fast tracking.

Contingencies. See reserveand contingencyplanning.
Contingency Allowance. Seereserve.

Contingency Planning. The developmentof amanagementplan that
identifies alternative strategies to be used to ensure project success if
specifiedrisk events occur.

Contingency Reserve. Aseparately planned quantity usedto allowfor
future situationswhich may be planned for only in part (sometimes
called"known unknowns”). For example, rework is certain, the amount of
reworkis not. Contingencyreserves may involve cost, schedule, or both.
Contingency reserves are intended to reduce the impact of missing cost
or schedule objectives. Contingency reserves are normallyincludedin the
project's costand schedule baselines.

Contract. A contractis amutually binding agreementwhich obligates

the seller to provide the specified product and obligates the buyer to pay

forit. Contractsgenerallyfallinto one of three broad categories:
. Fixedprice or lump sum contracts —this categoryof contract
involves a fixed total price for a well-defined product. Fixed price
contracts may alsoincludeincentives for meeting or exceeding
selectedproject objectivessuch as scheduletargets.
. Costreimbursablecontracts —this category of contractinvolves
payment (reimbursement) to the contractor for its actual costs. Costs
are usually classified as direct costs (costs incurred directly by the
project, such as wages for members of the projectteam) and indirect
costs (costs allocated to the projectby the performing organizationas
acost of doing business, such as salariesfor corporate executives).
Indirect costs are usually calculated as a percentage of direct costs.
Cost reimbursable contracts often include incentives for meeting or
exceeding selected projectobjectivessuch as scheduletargetsor total
cost.
. Unitprice contracts —the contractoris paid a preset amount per
unit of service (e.g., $70 per hour for professional services or $1.08 per
cubic yard of earth removed) and the total value of the contractis a
function of the quantities needed to complete the work.

Contract Administration. Managing the relationshipwith the seller.

Contract Close-out. Completionand settlement of the contract,
including resolution of all outstandingitems.

Control. The process of comparing actual performancewith planned
performance, analyzing variances, evaluating possible alternatives, and
taking appropriate corrective action as needed.

Control Charts. Controlcharts are agraphic display of the results, over
time and against established control limits, of a process. They are used to
determineif the process is“in control” orin need of adjustment.
Corrective Action. Changes made to bring expected future performance
of the projectinto line with the plan.

CostBudgeting. Allocatingthe cost estimatesto individualproject
components.

Cost Control. Controlling changes to the project budget.
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CostEstimating. Estimatingthe cost of the resourcesneeded to
complete project activities.

Cost of Quality. The costs incurred to ensure quality. The cost of quality
includes quality planning, quality control, quality assurance, and rework.

CostPerformance Index (CPI). The ratio of budgeted costs to actual
costs (BCWP/ACWP). CRlis often used to predictthe magnitude of a
possible cost overrun using the following formula: original cost
estimate/CPl = projected cost at completion. See also earned value.

Cost Plus Fixed Fee {CPFF) Contract. Atype of contractwherethe
buyer reimburses the seller for the seller's allowable costs (allowable costs
are defined by the contract) plus a fixed amount of profit (fee).

CostPlus Incentive Fee (CPIF) Contract. A type of contractwhere the
buyer reimburses the seller for the seller'sallowable costs (allowable costs
are defined by the contract),and the seller eamsits profit if it meets
defined performance criteria.

Cost Variance {CV). (1) Any difference between the estimated cost of an
activity and the actual cost of that activity. (2) In earnedvalue, BOMP less
AOMF

Crashing. Taking action to decrease the total projectduration after
analyzing anumber of alternatives to determine how to get the
maximum duration compressionfor the least cost.

Critical Activity. Any activityon acritical path.Mostcommonly
determinedby using the critical path method. Although some activitiesare
“critical” in the dictionary sense without being on the critical path, this
meaningis seldom usedin the project context.

Critical Path. In aproject network diagram, the series of activitieswhich
determines the earliest completionof the project.The critical path will
generally change from time to time as activities are completed ahead of
or behindschedule. Although normally calculated for the entire project,
the critical path can also be determined for amilestone or subproject. The
critical path is usually defined as those activities with float less than or
equal to aspecified value, often zero. See criticalpathmethod.

Critical Path Method (CPM). A network analysis technique used to
predictproject duration by analyzingwhich sequence of activities (which
path) has the leastamount of scheduling flexibility (the leastamount of
float). Early dates are calculated by means of a forward pass using a
specified start date. Late dates are calculated by means of abackward
pass starting from a specified completiondate (usually the forward passs
calculated projectearly finishdate).

CurrentFinish Date. The currentestimate of the pointin timewhenan
activitywill be completed.

Current Start Date. The current estimate of the pointintime when an
activity will begin.

Data Date (DD). The point in time that separates actual (historical) data
from future (scheduled) data. Also called as-ofdate.

Definitive Estimate. Seeestimate.

Deliverable. Any measurable, tangible, verifiable outcome, result, or item
that must be producedto complete a projector part of a project. Often
used more narrowly in referenceto an external deliverable, which is a
deliverable that is subject to approval by the project sponsor or customer.

Dependency. Seelogicalrelationship.

Dummy Activity. An activity of zero durationused to show alogical
relationship in the arrowdiagrammingmethod. Dummy activities are used
when logical relationshipscannot be completely or correctly described




with regular activity arrows. Dummies are shown graphically as adashed
line headed by an arrow.

Duration (DU). The number of work periods (not including holidays or
other non-working periods) required to complete an activity or other
project element. Usually expressed as workdays or workweeks.
Sometimesincorrectly equated with elapsed time. See also effort.

Duration Compression. Shortening the project schedulewithout
reducingthe project scope. Duration compressionis not always possible
and oftenrequires an increase in projectcost.

Early Finish Date (EF). In the criticalpath method, the earliest possible
point in time on which the uncompleted portions of an activity (or the
project) can finish based on the network logic and any schedule
constraints.Early finish dates can change as the project progresses and
changes are made to the project plan.

Early Start Date (ES). in the criticalpath method, the earliest possible
point in time on which the uncompleted portions of an activity (or the
project) can start, based on the networklogicand any schedule
constraints. Early start dates can change as the project progresses and
changes are made to the projectplan.

Earned Value (EV). (1) Amethod for measuring project performance. It
compares the amount of work that was plannedwith what was actually
accomplishedto determine if cost and schedule performanceis as
planned. See also actual costo fworkperformed, budgetedcostofwork
scheduled, budgetedcostofworkperformed, cost variance, cost
performanceindex, schedule variance, and scheduleperformanceindex. (2)
The budgetedcostofworkperformedforan activity or group of activities.

Earned Value Analysis. See definition (1) under earnedvalue.

Effort. The number of labor units required to complete an activity or
other projectelement. Usually expressed as staffhours, staffdays, or
staffweeks. Should not be confused with duration.

Estimate. An assessment of the likely quantitativeresult. Usually applied
to project costs and durations and should always include some indication
of accuracy (e.g.,

+ x percent). Usually used with amodifier (e.g., preliminary, conceptual,
feasibility). Some application areas have specific modifiers thatimply
particular accuracy ranges (e.g., order-of-magnitude estimate, budget
estimate, and definitive estimatein engineering and construction
projects).

Estimate At Completion (EAC). The expectedtotal cost of an activity,a
group of activities, or of the project when the defined scope of work has
been completed.Most techniquesfor forecasting EAC include some
adjustment of the original cost estimate based on projectperformanceto
date. Also shown as “estimated at completion.” Often shown as EAC =
Actuals-to-date * ETC. See also earnedvalue and estimate to complete.

Estimate To Complete (ETC). The expected additional cost neededto
completean activity, a group of activities, or the project. Most techniques
for forecasting ETC include some adjustmentto the original estimate
based on project performanceto date. Also called “estimated to complete.”
See also earnedvalue and estimate atcompletion.

Event-on-Node, A network diagrammingtechniquein which events are
represented by boxes (or nodes) connected by arrows to show the
sequencein which the events are to occur. Used in the original Program
EvaluationandReview Technique.

Exception Report. Documentthat includes only major variations from
plan (ratherthan all variations).

Expected Monetary Value. The product of an event's probability of
occurrence and the gain or loss that will result. For example, if there is a
50 percent probability that it will rain, and rain will resultin a $100loss,
the expected monetary value of the rain eventis $50(5 x $100).

Fast Tracking. Compressingthe project scheduleby overlapping
activitiesthat would normallybe donein sequence, such as design and
construction. Sometimes confused with concurrentengineering.

Finish Date. Apoint in time associated with an activity's completion.
Usually qualified by one of the following: actual, planned, estimated,
scheduled, early, late, baseline, target or current.

Finish-to-Finish (FF}. Seelogicalrelationship.
Finish-to-Start (FS). Seelogicalrelationship.

Firm Fixed Price (FFP) Contract. A type of contractwherethe buyer
pays the seller a set amount (as defined by the contract) regardless of the
seller's costs.

Fixed Price Contract. See firm fixedprice contract.

Fixed Price Incentive Fee (FPIF) Contract. Atype of contractwhere
the buyer paysjthe seller a set amount (as defined by the contract), and
the seller can earn an additionalamountif it meets defined performance
criteria.

Float. The amountof time that an activity may be delayed from its early
start without delayingthe projectfinish date. Float is amathematical
calculationand can change as the project progresses and changes are
made to the project plan. Also called slack, total float, and path float. See
also freefloat.

Forecast Final Cost. See estimateatcompletion.

Forward Pass. The calculationofthe early startand early finish dates for
the uncompleted portions of all network activities. See also network
analysis and backwardpass.

Fragnet. Sce subnet.

Free Float (FF). The amount oftime an activity can be delayed without
delayingthe earlystartof anyimmediatelyfollowing activities. See also
float.

Functional Manager. Amanagerresponsible for activitiesin a
specialized department or function (e.g., engineering, manufacturing,
marketing).

Functional Organization. An organizationstructurein which staff are
grouped hierarchically by specialty (e.g., production, marketing,
engineering,and accountingat the top level; with engineering, further
dividedinto mechanical, electrical, and others).

Gantt Chart. Seebarchart.

Grade. Acategoryor rank used to distinguish itemsthat have the same
functional use (e.g.,"hammer”) but do not share the same requirements
for quality (e.g., different hammers may need to withstand different
amounts of force).

Graphical Evaluationand Review Technique (GERT). Anetwork
analysistechnique that allowsfor conditionaland probabilistic treatment
oflogicalrelationships(i.e., some activities may not be performed).

Hammock. Anaggregate or summary activity (a group of related
activitiesis shown as one and reported at a summary level). A hammock
may or may not have an internal sequence. See also subprojectand
subnet.
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Hanger. An unintendedbreakin a networkpath.Hangersare usually
caused by missing activities or missing logical relotionships.
Information Distribution. Making neededinformation availableto
project stakeholdersin atimely manner.

Initiation. Committingthe organizationto begin a project phase.
Integrated Cost/Schedule Reporting. See eamedvalue.

Invitationfor Bid (IFB). Generally, this term is equivalentto requestfor
proposal. However, in some application areas it may have a narrower or
more specific meaning.

Key Event Schedule. See masterschedule.

Lag. A modificationof alogicalrelationshipwhich directs a delay in the
successor task. For example, in a finish-to-startdependency with a 10-day
lag, the successor activity cannot startuntil 10 days after the predecessor
has finished. See also lead.

Late Finish Date {LF). In the criticalpathmethod, the latest possible
pointin time that an activity may be completed without delayinga
specified milestone (usuallythe project finish date).

Late Start Date (LS). In the criticalpath method, the latest possible point
in time that an activity may begin without delaying a specified milestone
(usually the project finish date).

Lead. A modification of alogical relationship which allows an acceleration
of the successor task. For examiple, in a finish-to-start dependency with a
10-day lead, the successor activity can start 10 days before the
predecessorhas finished. See also lag.

Level of Effort (LOE). Support-type activity (e.g.,vendor or customer
liaison) that does not readily lend itselfto measurement of discrete
accomplishment. It is generallycharacterizedby a uniform rate of activity
over aspecific period of time.

Leveling. See resource leveling.

Life-cycle Costing. The conceptof including acquisition, operating, and
disposal costs when evaluating various alternatives.

Line Manager. (1) The manager of any group that actuallymakes a
productor performs a service.(2) Afunctionalmanages

Link. See fogical relationship.

Logic. See networklogic.

Logic Diagram. See project networkdiagram.

Logical Relationship. A dependency between two project activities, or

between a project activity and a milestone. See also precedence
relationship.The four possible types of logical relationshipsare:
* Finish-to-start—the “from™activity mustfinish before the “to”
activity can start.
«  Finish-to-finish —the"from"activitymust finish before the “to”
activity can finish.
. Start-to-start —the"frorn"activitymust start before the"to"
activity can start.
. Start-to-finish —the"from"activitymust start before the"to"activity
canfinish.
Loop. Anetworkpath that passes the same node twice. Loops cannotbe

analyzed using traditional networkanolysistechniques such as CPM and
PERT.Loops are allowed in GERT.

Management Reserve. A separately planned quantity used to allow for
future situations which are impossible to predict (sometimes called
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"unknown unknowns"). Managementreserves may involve cost or
schedule. Management reserves are intended to reduce the risk of
missing cost or schedule objectives. Use of managementreserve requires
achangeto the project'scost baseline.

Master Schedule. A summary-levelschedulewhich identifies the major
activities and key milestones. See also milestoneschedule.

Mathematical Analysis. See networkanalysis.

Matrix Organization. Any organizationalstructure in which the project
manager shares responsibilitywith the functional managersfor assigning
prioritiesand for directingthe work of individuals assigned to the project.

Milestone. A significanteventin the project, usually completionof a
major deliverable.

Milestone Schedule. Asummary-level schedule whichidentifiesthe
major milestones. See also masterschedule.

Mitigation. Taking steps to lessen risk by lowering the probability of a
risk event's occurrence or reducingits effectshould it occur.

Modern Project Management (MPM). A term used to distinguish the
current broad range of project management (scope, cost, time, quality,
risk, etc.) from narrower, traditional use that focused on cost and time.

Monitoring. The capture, analysis, and reporting of project performance,
usually as compared to plan.

Monte Carlo Analysis. A schedulerisk assessment technique that
performs a project simulation many times in order to calculate a
distributionoflikelyresults.

Near-Critical Activity. Anactivitythat has low total float.
Network. See project network diagram.

Network Analysis. The process ofidentifying early and late start and
finish dates for the uncompleted portions of projectactivities. See also
Critical Path Method, Program Evaluation and Review Technique,and
Graphical Evaluation and Review Technigue.

Network Logic. The collectionof activity dependencies that make up a
projectnetworkdiagram.

Network Path. Any continuous series of connectedactivitiesin a project
networkdiagram.

Node. One of the defining points of a network; ajunction point joinedto
some or all of the other dependency lines. See also arrowdiagramming
method and precedence diagrammingmethod.

Order of Magnitude Estimate. See estimate.

Organizational Breakdown Structure {OBS). Adepictionofthe
project organizationarranged so &s to relate workpackagesto
organizationalunits.

Organizational Planning. [dentifying, documenting,and assigning
project roles, responsibilities, and reporting relationships.

Overall Change Control. Coordinating changes across the entire
project.

Overlap. Seelead.

Parametric Estimating. An estimatingtechnique that uses a statistical
relationshipbetween historical data and other variables (e.g., square
footagein construction, lines of code in software development) to
calculate an estimate.

Pareto Diagram. Ahistogram, ordered by frequency of occurrence, that
shows how many results were generated by each identified cause.




Path. Asetof sequentiallyconnectedactivitiesin aproject network
diagrom.

Path Convergence. In mathematical analysis, the tendency of parallel
paths of approximatelyequal duration to delay the completionof the
milestone where they meet.

Path Float. Seefloat.

Percent Complete (PC). An estimate, expressed as a percent, of the
amount of work which has been completed on an activity or group of
activities.

Performance Reporting. Collectingand disseminatinginformation
about project performanceto help ensure project progress.

Performing Organization. The enterprisewhose employees are most
directly involved in doing the work of the project.

PERT Chart. Aspecific type of project network diagram. See Program
Evaluation and Review Technigue.

Phase. See projectphase.
Planned Finish Date {PF). See scheduled finishdate.
Planned Start Date (PS). See scheduled start date.

Precedence Diagramming Method (PDM). Anetwork diagramming
technique in which activities are represented by boxes (or nodes).
Activities are linked by precedencerelationshipsto show the sequencein
which the activities are to be performed.

Precedence Relationship. The term used in the precedence
diagramming method for a logical relationship.In current usage, however,
precedence relationship, logical relationship, and dependency are widely
used interchangeablyregardless of the diagramming methodin use.

Predecessor Activity. (1) In the arrowdiogrammingmethod, the activity
which enters anode. (2) In the precedence diagramming method, the
"from” activity.

Procurement Planning. Determining what to procure and when.

Program. A group of related projects managed in a coordinatedway.
Programs usually include an elementof ongoing activity.

Program Evaluation andReview Technique (PERT). An event-
oriented network analysis technique used to estimate project duration
whenthere s a high degree of uncertainty with the individual activity
duration estimates. FERT applies the critical path method to aweighted
average duration estimate. Also given as Program Evaluation and Review
Technique.

Project. Atemporary endeavor undertaken to create a unique productor
service.

Project Charter. Adocumentissuedby senior managementthat
provides the project manager with the authority to apply organizational
resources to projectactivities.

Project CommunicationsManagement. Asubset of project
managementthat includes the processes requiredto ensure proper
collection and disseminationof projectinformation. It consists of
communicationsplanning,information distribution, performance reporting,
and administrativeclosure.

Project CostManagement. Asubsetof projectmanagementthat
includes the processes requiredto ensure that the projectis completed
within the approved budget. It consists of resource planning, cost
estimating,cost budgeting,and cost control.

Project HumanResourceManagement. Asubsetof project
managementthat includes the processesrequiredto make the most
effective use of the peopleinvolved with the project. |t consists of
organizational planning, staff acquisition,and team development.

Project Integration Management. Asubset of project management
that includes the processes required to ensure that the various elements
ofthe project are properly coordinated. It consists ofprojectplan
development, project plan execution,and overall change control.

Project Life Cycle. A collection of generallysequentialprojectphases
whose name and number are determined by the control needs of the
organizationor organizationsinvolved in the project.

Project Management (PM). The application of knowledge, skills, tools,
and techniques to project activitiesin order to meet or exceed
stakeholder needs and expectations from a project.

Project ManagementBody of Knowledge (PMBOK). Aninclusive
term that describesthe sum of knowledge within the profession of
project management. As with other professions such as law, medicine,
and accounting, the body of knowledge rests with the practitioners and
academicswho apply and advance it. The PMBOK includes proven,
traditional practiceswhich are widelyapplied as well & innovative and
advanced ones which have seenmore limited use.

Project Management Professional (PMP). An individual certifiedas
such by the ProjectManagement Institute.

Project Management Software, A class of computer applications
specifically designedto aid with planning and controlling project costs
and schedules.

Project Management Team. The members of the projectteam who are
directly involvedin project managementactivities. On some smaller
projects, the project managementteam may include virtually all of the
projectteam members.

Project Manager (PM). The individual responsible for managing a
project.

Project Network Diagram. Any schematicdisplay of the logical
relationships of project activities. Always drawn from left to right to reflect
project chronology. Often incorrectly referred to as a“PERT chart.”

Project Phase. Acollection of logically related project activities, usually
culminatingin the completionof amajor deliverable.

Project Plan. A formal,approved document used to guide both project
execution and projectcontrol. The primary uses of the projectplan are to
document planning assumptions and decisions, to facilitate
communication among stakeholders, and to document approved scope,
cost,and schedule baselines. A project plan may be summary or detailed.

Project Plan Development. Taking the results of other planning
processesand putting them into a consistent, coherent document.

Project Plan Execution. Carrying out the projectplan by performing
the activitiesincluded therein.

Project Planning. The developmentand maintenanceof the project
plan.

Project Procurement Management. Asubsetof projectmanagement
thatincludes the processesrequired to acquire goods and services from
outside the performing organization. It consists ofprocurementplanning,
solicitationplanning, solicitation, source selection,contractadministration,
and contractclose-out.
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Project Quality Management. A subset of project managementthat
includes the processes required to ensure that the projectwill satisfy the
needs for which it was undertaken.It consists of quality planning,quality
assurance, and quality control.

Project Risk Management. Asubset of project managementthat
includes the processes concernedwith identifying, anafyzing, and
respondingto projectrisk. |t consists of risk identification, risk
quantification, risk response development,and risk response control.

Project Schedule. The planned dates for performing activities and the
planned dates for meeting milestones.

Project Scope Management. A subsetof project managementthat
includes the processes requiredto ensure that the project includes all of
the work required, and only the work required, to complete the project
successfuly. It consists of initiation,scope planning,scope definition, scope
verification,and scope change control.

Project Team Members. The people who report either directly or
indirectlyto the project manager.

Project Time Management. A subset of project managementthat
includes the processes requiredto ensure timely completionof the
project.lt consists of activity definition, activity sequencing,activity
duration estimating,schedule development,and schedule control.

Projectized Organization. Any organizationalstructure in which the
project manager has full authority to assign prioritiesand to direct the
work of individuals assigned to the project.

Quality Assurance (QA). (1) The process of evaluating overall project
performance on aregular basis to provide confidence that the project
will satisfy the relevant quality standards. (2) The organizational unit
thatis assigned responsibility for quality assurance.

Quality Control (QC). (1) The process of monitoring specific project
resultsto determineif they comply with relevant quality standards and
identifying ways to eliminate causes of unsatisfactoryperformance. (2)
The organizationalunit thatis assigned responsibility for quality control.

Quality Planning. Identifyingwhich quality standards are relevantto
the project and determining how to satisfythem.

Remaining Duration (RDU). The time needed to complete an activity.

Requestfor Proposal (RFP). A type of bid document used to solicit
proposals from prospectivesellers of productsor services. In some
application areas it may have a narrower or more specific meaning.

Request for Quotation (RFQ). Generally, this term is equivalentto
request forproposal. However,in some application areas it may have a
narrower or more specific meaning.

Reserve. Aprovisionin the project plan to mitigate cost and/or schedule
risk. Often used with amodifier (e.g.,management reserve, contingency
reserve)to provide further detail on what types of risk are meantto be
mitigated. The specific meaning of the modified term varies by application
area.

ResourceLeveling. Any form of network analysis in which scheduling
decisions (startand finish dates) are driven by resource management
concemns (e.g., limited resource availability or difficult-to-manage
changesin resource levels).

Resource-Limited Schedule. A project schedule whose start and finish
dates reflect expected resource availability. The final project schedule
should always be resource-limited.
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Resource Planning. Determining what resources (people, equipment,
materials) are needed in what quantities to perform project activities.

ResponsibilityAssignmentMatrix (RAM). Astructure which relates
the project organizationstructure to the work breakdownstructureto help
ensurethat each element of the project'sscope of work is assigned to a
responsibleindividual.

ResponsibilityChart. See responsibilityassignment matrix.
ResponsibilityMatrix. See responsibilityassignment matrix.

Retainage. A portion of a contract paymentthat is held until contract
completionin order to ensure full performance of the contract terms.

Risk Event. A discrete occurrencethat may affect the projectfor better or
worse.

Risk Identification.Determiningwhich risk events are likely to affect
the project.

Risk Quantification.Evaluatingthe probability of risk event occurrence
and effect.

Risk ResponseControl. Respondingto changesin risk over the course
of the project.

Risk ResponseDevelopment.Defining enhancementsteps for
opportunitiesand mitigation steps for threats.

S-Curve. Graphic display of cumulative costs, labor hours, or other
quantities, plotted against time. The name derives from the S-like shape
of the curve (flatter at the beginningand end, steeper in the middle)
producedon aprojectthat starts slowly, accelerates, and then tails off.

Schedule. See projectschedule.

Schedule Analysis. See network analysis.
ScheduleCompression. See duration compression.
ScheduleControl. Controlling changes to the projectschedule.

ScheduleDevelopment. Analyzing activity sequences, activity
durations,and resource requirements to create the project schedule.
SchedulePerformanceIndex (SP1). The ratio of work performedto
work scheduled (BCWP/BCWS). See earned value.

Schedule Variance (SV). (1) Any differencebetween the scheduled
completion of an activity and the actual completion of that activity. (2) In
eamedvalue, BOWP less BOWS,

Scheduled Finish Date (SF). The point in time work was scheduled to
finish on an activity. The scheduledfinish date is normally within the
range of dates delimited by the early finish date and the late finish date.

Scheduled Start Date (SS). The point in time work was scheduledto
start on an activity. The scheduled start date is normally within the range
of dates delimited by the earlystartdate and the latestart date.

Scope. The sum of the products and servicesto be provided as a project.
Scope Baseline. See baseline.

Scope Change. Any change to the projectscope. A scope change almost
always requiresan adjustmentto the project cost or schedule.

Scope ChangeControl. Controlling changes to project scope.

Scope Definition. Decomposing the major deliverablesinto smaller,
more manageable components to provide better control.

Scope Planning. Developingawritten scope statement that includes
the project justification, the major deliverables, and the projectobjectives.




Scope Verification. Ensuringthat all identified project deliverables
have been completed satisfactorily.

Should-Cost Estimates. An estimate of the cost of a product or service
used to provide an assessment of the reasonablenessof a prospective
contractor's proposed cost.

Slack. Term used in PERT for float.

Solicitation.Obtaining quotations, bids, offers, or proposals as
appropriate.

Solicitation Planning. Documenting product requirements and
identifying potential sources.

Source Selection. Choosing from among potential contractors.

Staff Acquisition. Getting the human resources needed assignedto and
working on the project.

Stakeholder. Individuals and organizationswho are involvedin or may
be affected by project activities.

Start Date. Apoint in time associatedwith an activity'sstart, usually
qualified by one of the following: actual, planned, estimated, scheduled,
early, late, target, baseline, or current.

Start-to-Finish. See logical relationship.
Start-to-Start.See logical relationship.

Statement of Work (SOW). Anarrative description of productsor
services to be supplied under contract.

Subnet. A subdivision of a project networkdiagramusually representing
some form of subproject.

Subnetwork. See subnet.

Successor Activity. (1) In the arrow diagrammingmethod, the activity

which departsanode. (2) In the precedence diagramming method, the “to”
activity.

Target Completion Date (TC). Animposed date which constrainsor
otherwise modifies the network analysis.

Target Schedule. See baseline.

Task. See activity.

Team Development. Developing individual and group skills to enhance
project performance.

Team Members. See projectteam members.

Time-Scaled Network Diagram. Any projectnetwork diagram drawnin
such away that the positioningand length of the activity representsits
duration.Essentially, it is abar chartthat includes networklogic.

Target Finish Date (TF). The date work is planned (targeted)to finish
on an activity.

Target Start Date (TS). The date workis planned (targeted) to start on
an activity.

Total Float (TF). Seefloat.

Total Quality Management (TQM). Acommon approachto
implementing a quality improvementprogramwithin an organization.
Workaround. Aresponse to anegative risk event. Distinguishedfrom
conringencyplan in that aworkaround is not plannedin advance of the
occurrence of the risk event.

Work Breakdown Structure (WBS). A deliverable-orientedgrouping of

project elements which organizes and defines the total scope of the
project. Each descending level represents an increasinglydetailed

definition of a project component. Project components may be products
Or Services.

Work Item. See activity.

Work Package. A deliverable at the lowest level of the work breakdown
structure.Awork package may be dividedinto activities.
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Appendix B:

The following publications are additionalresources that certification
candidates can use to gain information on projectmanagementtheory,
principles, techniques, and procedures.The PMP® Resource Package-Lite
contains the seven Project Management Institute (PMI®) published
books, while the full package also contains four books from commercial
publishers.

PMP Resource Package

* Earned Value Project Management by QuentinW. Fleming and Joel
M. Koppelman

Whatdid we get for the dollarswe spent?Project owners ask project
managers this key question.in Earned Value Project Management, Fleming
and Koppelman presentan old managementtool in anew guise to help
the manager answer the question and answer it accurately. Eamedvalue
calculations can provide the manager and the owner with an “early
warning”signal ofimpending cost problems in time for the project
manager to react.

The authors discuss both positive and negative aspects of earned value
and argue for amore user-friendlyapproach that avoids mind-boggling
terminology.

1996,141 pages, 7"x10’ paperback, ISBN: 1880410389, $26.35 members,
$32.95 nonmembers

* EffectiveProjectManagement: Howto Plan, Manage, and Deliver
Projects on Time and Within Budget by Robert K. Wysocki, et al.

This unique interactive tutorial gives you an opportunity to learn
“firsthand” all the ins and outs of project management.The second edition
book and CD-ROM software provide novices with acompleteintroduction
tothe principles of sound projectmanagement, and offers experienced
project managers an opportunity to finetune their skifls. The authors
describe all of the proven managementtools and techniques that you
need to stay on schedule and within budgetwithout compromising
quality. The book adheres to PMI's curriculum outline (PMBOK® Guide) and
follows the necessary course requirements for professionalcertification.
2000,352 peces, jpaperback, ISBI: 0471360287, $47:49 members,

$49.99 nonmembers

CDROM 2000, $47.49 members, $49.99 nonmembers

* AGuideto the ProjectManagementBody of Knowledge
by the PMI Standards Committee

A Guide to the Project ManagementBody o fknowledge (PMBOK® Guide) is
the basic management reference for everyone who works on projects. It
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serves &s atool for learning about the generallyacceptedknowledgeand
practices of the profession —information you need to know to manage
your projects successfully. And as “management by projects”becomes
more and more arecommendedbusiness practice worldwide, the
PMBOK® Guide becomes an essential source of information that should
be on every manager'sbookshelf. The PMBOK® Guideis approved by the
AmericanNational Standards Institute (ANSI) as an American National
Standard.

The knowledge and practices presentedin the PMBOK® Guide are proven
and can be applied to all types of projects. They are the fundamental
tenets of project managementthat help everyonewho manages
projects, works on project teams, or teaches projectmanagement to
achieve project success.

Now available on CD-ROM in multimedia format, the Interactive PMBOK®
Guide makesiit easy for you to accessthe valuableinformation in this
documentfrom your PC. The Interactive PMBOK® Guide features
hypertextlinks for easy reference —simply click on underlined wordsin
the text, and the software will take you to the particular sectionin the
PMBOK® Guide to which it refers. Minimum system requirements: 486 FC
8 MB RAM; 10MB free disk space; CD-ROM drive; mouse or other pointing
device;Windows 31 or greater.

Paperback 1996,176 pages,8%2"x 11’ ISBN:1880410125, $26.35 members,
$329 nonmembers

Hardoover 1996176 pages,8%2"x11% ISBN\: 1880410133, $35.95 members,
$44.95 nonmembers

CDROM 1997 (1BM and compatidles), ISB\: PMBOKCD, $35.95 mermbers,
$44.95 nonmembers

* Human ResourceSkillsfor the ProjectManager by Vijay K.Verma

People are the backbone of projects and the mostimportant resourcein a
project. This book offers practical guidelinesthat can be used to develop
andimplementthe human skills appropriateto project management:
communication, motivation, negotiation, conflict resolution, conflict and
stress management, and leadership.

1996,268 pages, 6"x9" paperback, ISBN\: 1880410419, $26.35 members,
$32.95 nonmembers

* TheNew Project Management by J. DavidsonFrame

Examines the new realitiesof project management: managing risk;
maintaining quality of goods and services; outsourcing; satisfying
customers; and communicating effectivelywith managers, customers,
vendors, and staff.

1994,352 pages, hardcover,ISBN: 155542662, $3130 members,
$329 nonmembers




* Organizing Projectsfor Success by Vijay K. Verma

In OrganizingProjects for Success, Vijay Verma shows that understanding
the issues of authority, accountability, reliability, and responsibility —as
well as knowing how to gain the commitment of project participantsand
how to delegate effectively —are all criticalto good project
management,

1995,201 pages, 6”9’ paperback, ISBN: 1880410400, $26.35 members,
$3295 nonmembers

* Principlesof Project Management by John Adams, et al.

Principles of Project Managementfeatures eight handbooks, published
previously by PMI®, that have had significantimpact on the project
managementprofession and continue to have enduring value for today's
project manager, These handbooks are collected in one economical
volume that belongs on every project manager's bookshelf.

Contents

ConflictManagement for ProjectManagers

Nicki S.Kirchof and John R. Adams, 1982
ContractAdministrationfor the Project Manager

M. Dean Martin, C. Claude Teagarden, and Charles F.Lambreth, 1983
Negotiating and Contractingfor Project Management

Penny Cavendish and M. Dean Martin, 1982

An OrganizationDevelopment Approachto Project
Management

John R.Adams, C. Richard Bilbro,and Timothy C. Stockert, 1986
Organizing for Project Management

Dwayne Cable and John R.Adams, 1982

The Project Manager'sWork Environment:Coping With Time and
Stress

Paul C. Dinsmare, M. Dean Martin, and Gary T, Huettel, 1985

Roles and Responsibilities of the Project Manager

John R.Adams and BryanW. Campbell, 1982

Team Building for Project Managers

Linn C. Stuckenbruck and David Marshall, 1985

1997,307 pages, 6"x9" paperback, ISBN: 1880410303, $47.95 members,
$59.95 nonmembers

* Project & Program Risk Management edited by R. Max Wideman

Brevity and ease of reference make this handbook a useful introductionto
riskin the projector program environment. The book provides a
simplifiedunderstanding of the nature of project risk and opportunity
and a systematic approach to risk reduction. It offers usefulinsightsinto
the process of projectrisk management, whether you're working on a
small administrative project, a large capital works project, or anythingin
between.

Concepts, tools, and techniques covered include:risk identification, risk
assessment goals and methodology, computer applications, risk response
and documentation, the management of contingency allowances,
managing the risks of the project'senvironment, and dealing with risksin
contracts.

R.Max Wideman is principal of AEW Senvices and a Fellow of the Project
ManagementInstitute.

1991,120 pages, 8%4"x11; paperback, ISB\: 1880410060, $26.35 members,
$3295 nonmembers

* ProjectManagement Casebook edited by DavidI.Cleland, et al.

Project Management Casebook offers fifty case studies that representthe
breadth and importance of projectmanagementandits impact on the
everyday managementof projects. Each of the cases provides new and
unique challengesthat have been mastered by the practice of project
management. Readers will be able to apply the knowledge learned from
the use of this casebook in their work.

The cases enable the reader to see how and why projects are used in a
wide variety of organizationalsettingsin contemporary life. The reader is
exposed to both successful and not so successful project management
practices. The case approach encourages participationand active learning
fromthe reader, and provides the opportunity to learn something of the
"real world" of project management.

1998,626 pages, 7"x10; paperback, ISBN 1880410451 , $65.95 members,
$69.95 nonmembers

* ProjectManagement:AManagerial Approach, Fourth Edition
by Jack R. Meredith and Samuel J. Mantel J.

This fourth edition presents applied examples and case studies, covers the
top project managementsoftware, negotiation, project manager
selection, and project auditing and terminating.

1999,784 pages, hardcover, 1SBN:0471298298, $94.00 members,
59895 nonmembers

* ProjectManagement:ASystems Approachto Planning,
Scheduling,and Controlling, Sixth Edition by Harold Kerzner

Updates theory and techniqueswithin the context of today's changing
marketplace. You'll also learn how to merge total quality management
methodswith effective project planning, master conflict resolution, and
predict project success.

1997,1200 peges, hardcover, ISBN: 0471288357, $61.75 members,
$65.00 nonmembers
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