THE INSTA
PROJECT |
MANAGER

COOKING DIRECTIONS:OPEN THE LID TO WHERE THE ARROWS ARE MARKED.
REMOVE SEASONING PACKET, OPEN AND SPRINKLE CONTENTS OVER NOODLES.
ADD BOILING WATER UP TO THE LINE INSIDE THE CUP. CLOSE LID AND LET STAND
FOR 4 MINUTES. STIR WELL AND SERVE.

SOUP.
) ~°|_TS HOT, PLEASE HANDLE WITH CARE.

Just Add Water
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Who are we?

Chandra Beaveridge

Project Management Process Manager,
University of Victoria

systemspmo@uvic.ca

lvan Petrovic

Client Account Manager/Senior Project Manager,
University of Victoria

lvanp@uvic.ca

University
of Victoria


mailto:systemspmo@uvic.ca
mailto:ivanp@uvic.ca

How many of you are full
time project managers?




Goals

AReview project management
toolkit:

I Simple project process

I Project Plan

I Communications
Assues template
AStatus update template
AChange log/change management
ATerms of Reference template

I Team building

I CloseoutReport

AProvide our lessons learned




Project Roles

ASponsor

I Project champion, also shields project

I Provides project with funding and resources
AStakeholder

I Affects or is affected by the project
AProject Team

I Anyone who Is resourced to complete the project
AProject Manager

I Person accountable for making sure project activities are
completed to support project success

University
of Victoria



Simplified Project Process

PM seeks Sponsg
and IT Leadershijgus

, , Project Manager i PMcreates a
éThe Idea ject Managert ;
0 assigned Project Plan
r

dThe Mandaté

Initiation/
Planning

Project Change PM verifies scopeg
PM commences PM commences .
: Management Pla completion and
regular project regular status : .
: is followed as quality as per the
meetings updates :
appropriate Plan

Execution
Monitoring

(@)]

k=

8 PM drafts the PM seeks sigoff

— Closeout Report Project from the Sponsotr

O with the project Retrospective and the project is

team Closed
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Where are we In the story?

PM seeks Sponsg
and IT Leadershiy

&The Idea Project Managerl PM(_:reates a
0 assigned Project Plan
r

dThe Mandaté

University
of Victoria



Project Plan

PROJECT PLAN TEMPLATE

Project Title [[The name of the project]]

AWhat is a Project Plan? —— e

Project Manager [[The Project Manager’s name]]

I Toolto communicate expectations s | et et i

in person days or hours of effort]]

Total Budget One Time: [[One time project costs]]

I Developed with the project team e

.
I Ag re e m e nt b etWe e n Stake h O | d e rS [[Provide a summary of the project and justification for the project. What constitutes success for this project? How

will success be measured?]]

and the project team

SPONSOR: [[The person championing the project.]]

- ’ KEY STAKEHOLDERS: [[List those who impact or are impacted by this project. Consider resource managers,
at makes a good Project Plan® =i

CLIENTS: [[Note the end users or clients of this project.]]

AReallistic

[[Note what is in scope and what is out of scope of the project. You may wish to use a table like the one below.
This should not be a list of every task required to complete the project, rather key deliverables that the Sponsor ‘
and key stakeholders should expect.]] |

T Clear and concise

I Detailed for the scale of the project
Awnhat is the audience of the

[[List all tasks required to complete project work and who will be performing (or assigning) the work. Once you
have established the work that must be completed, develop a realistic schedule for that work. You may wish to use

In Scope Out of Scope

Project Plan?
I Project team and stakeholders




What about the water?




LESSON LEARNHD

What did we build?

AUnderstanding the problem, not jumping to
solutions
I User stories and requirements gathering
ACreation of a transition to operations plan
I Clear support expectations

University
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User Stories
I a | X
L ol yia X

{2 O0KIFOG L




User Stories

I a Proje¢t Manager at UVic

L & | tf preséht my experiences managing
projects at UVic

{ 2 0KI ithelpoth&d thfough similar
project experiences




User Stories

The old way:

Can someone pass me a Kleenex?

The new way:

User Stories!




User Stories

l a & perg&on who just spilled tea on myself

L & | ahi@absotbent towel

{ 2 0KI (cleah mySélfyip eXsily




User Stories
| & s$tudefit

L & | ahi@asykand safe survey tool

{ 2 (KL (gather intmytioXfor my course
assignments




Where are we In the story?

Project Change PM verifies scopé
Management Pla completion and
is followed as quality as per the
appropriate Plan

PM commences PM commences

regular project regular status
meetings updates

University
of Victoria



Communications = —-

AYour job.

I Seek communications
support

ACommunications Plan

I How will you interact with
your stakeholders and
clients?

AStatus update template
I Follow up often
AChange log and decision loc

JE AND DECISION LOG TEMPLATE

ROJEC( S N
JJEC 3D B
Project Title u
i [[The Sponsor
Project Mansger [[The Project Manager's name]

PROJECT STATUS UPDATE TEMPLATE

Project Title ‘ [[The name of the project]]

Project Sponsor ‘ [[The Sponsor’s name and title]]
Project Manager ‘ [[The Project Manager’s name]]
Percent Complete ‘ [[Project percent complete]]
Reporting Date [[Date project status update provided]]

1.0 PROJECT OBIJECTIVES

[[Describe the project objectives.]]

2.0 PROJECT METRICS

Scope Time Cost Sponsor
Health: Green Green Green  Green
Baseline Actual Forecast Variance
Budget: [[Planned [[Spenttodate]] [[Anticipated  [[Difference
budget]] cost]] between
baseline and
forecast]]
Resources (Days): [[Planned [[Actual effort [[Anticipated  [[Difference
effort]] spent to date]] effort]] between
baseline and
forecast]]
Baseline Forecast
Completion Date: [[Planned [[Anticipated
completion completion date]]
date]]

3.0 ACCOMPLISHMENTS

[[List accomplishments since last report]]




LESSON L_EARNED _
Batteries not included

ASoftware as a Service
AvVendor Management
I How will you interact with the vendor?
I Exit strategy?
I Decision log?
I Change management? What is their release cycle?
| Escalation Path?
AUse your network

AVendor Project Management
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Team Building

AKickoff meeting

ARegular standip
meetings and checins

ASkype or Lync
ARACI Matrix




