

Project Definition: Project management is the disciplined organizing and managing of resources in such a way that these resources deliver all the work required to complete a project within defined scope, time, and cost constraints. A project is a temporary and one-time endeavor undertaken to create a unique product or service.
Project Origination: Projects can originate from many sources such as compulsory, compliant or regulatory sources, internal strategic objectives, competitive pressures, and discretionary.
· Project Objective: Each project has a specific objective. That objective must be stated
            in clear terms and understood by the project manager, stakeholders, sponsor and project
            team members.

· Project Sponsor: Every project should have a project sponsor. The duties of the project sponsor are to The Project Sponsor has ultimate accountability and responsibility for the project and is a member of the Steering Committee usually the Chair. The Sponsor has the delegated authority of the Steering Committee to assist with business management and project management issues that arise outside the formal business of the Steering Committee. The Sponsor also lends support by advocacy at senior level and ensures that the necessary resources (both financial and human) are available to the project. The Corporate Client and Project Sponsor may be the same person for some projects.
Project Sponsor Knowledge
· Principles and practices of contemporary project management

· Responsibilities associated with the role of Project Sponsor as 'Champion' of a project

· Broad knowledge of competitive tendering and contracting processes including security and probity, tender evaluation and Government purchasing requirements

· Strategic implications and outcomes of initiatives being pursued through project outputs

· Policies and strategic direction of the current Government

Project Sponsor Skills
· Leadership

· Interpersonal skills

· Communication skills
· Sponsor Interview: Structure and interview with the project sponsor before you
                  invest too much time in the project. Make sure you clearly understand what is expected
                  of the project, project outcome, your role, measurements, standards of success,
                  stakeholders, communication expectations, budget, expenses, project scope, resources,
                  risks, contingencies, and dependencies. Develop a mutually agreeable project evaluation


      scorecard from which to evaluate the success fo the project and your skills as a project 


      manager. 
· Project Scope: Following the objective statement for the project in importance and 
                  criticality is the project scope statement. This statement is the clarification

                  of what does and does not belong in the scope of work for a project. 

· Project Stakeholders: Invest the time to consider the complete list of project stakeholders. Look at process or supply chain flow charts, talk to others about the project, or solicit input from the sponsor to determine the complete list of stakeholders. This will be important in your ongoing communications. 
Project Planning: Project planning is a process and an effort that is often short-changed. It is natural to want to just get started doing something and deal with the rest as it comes up. This is the most dangerous assumption you can make in project work. There is a clear correlation between projects that are successful and those that languish and or fail. That correlation between success and failure can be traced to investing in a good project plan. Whether you’re using a sophisticated project planning tool or a simple set of MS Excel tools, taking the time to carefully plan and invest in planning will pay dividends in the course of the project execution phase. 
Depending on the scope and objective of the project, the task of planning and organizing the effort may seem overwhelming. Use a template to break the work required into logical chunks. Don’t worry about how detailed to get or the timing of these tasks and work groups at first. Just dump your brain and put it all aside at arm’s length. Set aside time again later in the day or the week and come back to the document again and again until you feel you have captured all the tasks required for a successful outcome. 
Set tentative start and end dates for each task, task owners and task dependencies. A task is dependent if it requires another previous task to end (or at least begin) before the dependent task can begin. 
Project Execution: 
· Kickoff: Hold a kickoff meeting with invitations going to everyone you can think of that would have a stake in the project or actual work activity in the project. In this meeting go over the objective, scope items, timing and expectations for the project. 
· Work Breakdown: Explain your approach to work breakdown structure and seek commitment to this approach. 
· Work Tasks: Go through the tasks as you’ve outlined them and ask for additional tasks from the meeting participants that you have not already considered. 
· Monitoring: Discuss your intentions and expectations on project monitoring including communications through periodic reporting. 
· Weekly Reports: Are the preferred Workstation Services method of reporting project status. 
· Tasks Late – Should be reported first and identified by task number with comments on why the task is late, what other tasks might be affected, and what remedial action is being taken if any. You should also comment on whether this task(s) will affect the critical path or cause the entire project completion to be delayed. 
· Tasks Current – Should be noted as such with any pertinent commentary in green.
· Tasks Upcoming- Should be noted as such with any pertinent commentary. 
· Testing: If testing is required for the success of your project, refer to the test planning template Testing Plan.doc
Project Reporting: Keeping project stakeholders informed is a worthwhile investment in time. At this point in the project, you should have already established the expectations for communications with your project sponsor, team members and other stakeholders. If you haven’t, get this done now. 
Project Evaluation: Build in time at the end of the project for project evaluation. This can take a variety of forms from formal surveys to quiet introspection. Regardless of the form this takes, make sure the project lessons learned, wudda, cudda and shudda’s are documented. Have your project sponsor summarize your contribution and performance based upon your performance scorecard established at the beginning of the project. 
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