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This document sets out some of the key concepts from a range of Project Management publications.

1. What is a Project.

There are a number of key components which can be said to make a “Project”, they are :

· Has a specific outcome.

· Is an instrument of change.

· Has a sequence of tasks.

· Uses Resources.

· Has a limited time span.

· Someone is responsible for its successful completion.

2. The Project Life Cycle.

Each Project will go through 4 key stages in its life :

· Start Up Phase – What are we going to do?

· Planning & Organisation Phase – How are we going to do it?

· Implementation Phase – How well are we going?

· Conclusion & Evaluation Phase – How did it go? Could it be better next time?

3. What does a Project Manager do?

What is the job of a Project Manager :

· Planning, Organising & Co-ordinating.

· Monitoring and controlling.

· Leading.

· Communicating.

4. Environment Context for Projects?

Projects have to consider the environment within which they are expected to deliver their outcome :

· Social Forces.

· Technological Forces.

· Economic Forces.

· Political Forces.

5. Project Organisations?

How should the Project be organised :

· Client Centred.

· Project Focused.

· Matrix Project.

7. Aligning with the Client Organisation?

How is the Project outcome aligned with the Client’s organisation:

· Mission.

· Strategy.

· Procedures.

· Culture.

· Hidden Agendas.

8. Managing Change?

A key approach to change is “Force Field Analysis”.

· Driving Forces

· Equilibrium Situation

· Restraining Forces

Forces can be :

· People’s attitudes.

· Costs.

· Quality.

· Information available.

· Resources available.

Achieve change by :

· Strengthening the driving forces.

· Weakening the restraining forces.

Most people are excited by changes which :

· They can see opportunities for themselves.

· Make logical sense.

· Seem to be better than not changing.

· Are being carried out by people they trust.

Most people are alarmed by changes which :

· Might lose them something they value.

· They cannot understand.

· They suspect contain errors or wrong assumptions.

· They are unsure of the consequences.

· Are being carried out by people they distrust.

9. Project Financial Assessment?

· Payback.

[Implementation cost]/[Annual profit].

· Rate of Return.
[Annual Profit]/[Implementation cost] x 100.

· Net present value.
[Present Value]=[Future Value]/((1+[interest or cost of capital rate]) ^ 

[number of years])
10. The Project Specification?

The Project Specification should include :

· Who the Project Sponsor is.

· Who the end user of the project outcome will be.

· Objective for the project.

· Deliverables - What the sponsors will get.

· Scope of the Project.

· What resources will be involved.

· How much will it cost.

· Timescale.

· The general strategy.
· Risk and Contingencies.

· Roles and Responsibilities.
11. Resources?

Examples of Resources :

· People.

· Finance.

· Time.

· Information.

· Equipment.

· Materials.

· Services.

· Energy & Utilities.
12. The Resource Triangle?

· Time.

· Cost.

· Quality.
13. Cost Control?

Examples of Costs to control for each task and the project as a whole include :

· EAC (Estimated at Completion). Cost to date plus scheduled costs.

· BAC (Budgeted at Completion). Total cost before any work commenced.

· ACW (Actual Cost of Work performed). Money spent so far.

· BCWP (Budgeted Cost of Work Performed). Expecting spend to get this far.

· BCWS (Budgeted cost of Work Scheduled). Expected spend by this time.
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