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Agenda

1.  What is Virtual Lunch & Learn

2.  Your expectations from this webinar – why are you 

here?

3.  Introduction – myself

4.  Essential Gear for Project Managers


*  What is Essential Gear?

*  Why Essential Gear?

*  Who can be benefited by Essential Gear?

*  5-8 indispensible processes (as many as possible to cover today)


5.  Upcoming learning opportunities from RefineM

6.  How to get 1 PDU for this webinar?

7.  Q & A
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RefineM’s Virtual Lunch & Learn

This is a monthly webinar delivered during the lunch 
hour on the first Wednesday of every month.

This month it is on first Friday.



It’s designed to help you learn while you eat lunch, 
providing a relaxed environment to enhance your 
experience. 



The monthly webinars will cover a variety of Project 
Management topics. 
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Your Expectations
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What are your expectations from this 
webinar?




Why are you here today?
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NK Shrivastava, PMP, RMP, ACP 
*  CEO/Consultant	
  since	
  Dec	
  2011	
  	
  

*  Agile	
  Coaching/Adop:on	
  
*  Project	
  Management/	
  Process	
  Improvement	
  

Consul:ng	
  and	
  Training	
  
*  Project	
  Management	
  Products	
  (for	
  PMs,	
  Execu:ves	
  

and	
  Agile	
  Prac::oners)	
  

*  Board	
  Member	
  –	
  SWMO	
  Chapter	
  since	
  2009	
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Helping organizations turn 
their project management 
capability into a competitive 
advantage 

My	
  professional	
  journey	
  b/f	
  RefineM	
  
*  20+	
  years	
  of	
  Successful	
  Project	
  Leadership	
  
*  Led	
  100s	
  of	
  projects	
  of	
  all	
  sizes,	
  successfully	
  
*  Recovered	
  many	
  projects,	
  saved	
  millions	
  of	
  $	
  
*  Implemented	
  numerous	
  process	
  

improvements	
  
*  Coached/mentored	
  100s	
  of	
  PMs,	
  and	
  some	
  

execu:ves	
  

 
 

 

www.RefineM.com 

* How	
  many	
  projects	
  do	
  you	
  manage	
  at	
  a	
  :me?	
  
	
  
* What	
  is	
  the	
  size	
  of	
  your	
  typical	
  project?	
  

ü Project	
  dura:on	
  in	
  months	
  
ü Average	
  team	
  size	
  

	
  
* What	
  are	
  your	
  top	
  2	
  challenges	
  to	
  deliver	
  projects?	
  

* What	
  are	
  your	
  go-­‐to	
  processes	
  that	
  you	
  never	
  skip?	
  
	
  

	
  

About You 
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So What Is Essential Gear? 

7 

*  PMBOK	
  describes	
  47	
  project	
  management	
  
processes.	
  In	
  general,	
  how	
  many	
  do	
  you	
  
use	
  in	
  your	
  projects?	
  	
  

*  Essen:al	
  Gear	
  (level	
  1)	
  are	
  the	
  eight	
  
indispensible	
  PM	
  processes	
  stripped	
  down	
  
to	
  the	
  bare	
  essen:als	
  	
  

*  What	
  you	
  need	
  to	
  deliver	
  your	
  project	
  
successfully	
  	
  

*  No	
  more.	
  No	
  less.	
  	
  
 

 
Minimum processes.  Maximum Benefits.    

www.RefineM.com 

Why Essential Gear? 

*  The	
  path	
  to	
  project	
  success	
  can	
  be	
  
like	
  naviga:ng	
  a	
  complex	
  maze	
  
*  Full	
  of	
  wrong	
  turns	
  and	
  dead	
  ends	
  	
  
*  Essen0al	
  Gear	
  is	
  designed	
  to	
  help	
  
you	
  up	
  and	
  out	
  of	
  the	
  maze	
  and	
  on	
  
the	
  right	
  path	
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Essential Gear Level1 - Processes 
1. Project	
  Charter	
  
2. Stakeholder	
  Analysis	
  
3. WBS	
  
4. Resource	
  Alloca:on	
  
5. Project	
  Schedule	
  
6. Communica:on	
  Plan	
  
7. Risk	
  Register	
  
8. Performance	
  Repor:ng	
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Essential Gear for PMs – Level 1 

1.  You	
  manage	
  2-­‐6	
  projects	
  at	
  any	
  given	
  =me	
  
2.  Projects	
  dura=on	
  last	
  4-­‐12	
  months	
  and	
  

may	
  involve	
  4-­‐8	
  	
  team	
  members	
  (FTE)	
  
3.  Your	
  projects	
  may	
  total	
  up	
  to	
  200	
  person	
  

months	
  in	
  a	
  year	
  
4.  You	
  may	
  manage	
  a	
  team	
  of	
  about	
  16-­‐18	
  

team	
  members	
  who	
  work	
  on	
  different	
  
projects	
  throughout	
  the	
  year	
  

 
 

10 

You	
  may	
  get	
  maximum	
  benefit	
  
from	
  Level	
  1	
  if	
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Essential Gear for PMs – Level 1 

1.  Essen=al	
  Gear	
  can	
  provide	
  a	
  jump	
  start	
  for	
  
the	
  new	
  PMOs	
  	
  

2.  They	
  can	
  use	
  Essen=al	
  Gear	
  tools,	
  
templates	
  and	
  best	
  prac=ces	
  as	
  a	
  star=ng	
  
point,	
  and	
  enhance	
  this	
  process	
  set	
  over	
  a	
  
period	
  of	
  =me.	
  

3.  They	
  can	
  cut	
  down	
  3-­‐6	
  months	
  of	
  =me	
  to	
  
define	
  essen=al	
  processes	
  for	
  them	
  by	
  
adop=ng	
  =me	
  tested	
  Essen=al	
  Gear	
  
processes.	
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Startup	
  PMOs	
  can	
  also	
  benefit	
  
from	
  Essen:al	
  Gear	
  

www.RefineM.com 

Essential Gear Level 1 – Processes 

12 
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1.	
  Project	
  Charter(ing)	
  

1. How many of you use this process? 
 
2. How many find it helpful? 

www.RefineM.com 

Project Charter - Definition 

14 

* What	
  is	
  a	
  project	
  charter?	
  
ü The	
  project	
  charter	
  is	
  a	
  document	
  that	
  authorizes	
  a	
  project	
  and	
  
contains	
  the	
  ini:al	
  requirements	
  of	
  the	
  project	
  that	
  sa:sfy	
  the	
  
stakeholders’	
  expecta:ons	
  

* What	
  is	
  its	
  purpose?	
  
ü The	
  purpose	
  of	
  the	
  project	
  charter	
  is	
  to	
  document	
  and	
  showcase	
  
the	
  project	
  to	
  the	
  stakeholders	
  or	
  clients	
  and	
  formally	
  get	
  the	
  
authoriza:on	
  of	
  those	
  who	
  would	
  be	
  willing	
  to	
  invest	
  in	
  the	
  project	
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Project Charter - Contents 

15 

The	
  key	
  elements	
  that	
  reveal	
  the	
  importance	
  and	
  need	
  
of	
  the	
  project,	
  its	
  outcome	
  with	
  the	
  ini:al	
  informa:on	
  
of	
  the	
  project	
  in	
  the	
  project	
  charter	
  are:	
  

ü Project	
  iden:fica:on	
  
ü Business	
  case	
  
ü Project	
  objec:ves/goals	
  (what	
  is	
  the	
  difference?)	
  
ü Project	
  scope	
  
ü Major	
  deliverables	
  &	
  milestones	
  dates	
  
ü Key	
  issues	
  
ü Major	
  risks	
  and	
  their	
  ini:al	
  responses	
  
ü Cri:cal	
  success	
  factors	
  
ü Major	
  assump:ons	
  
ü Project	
  budget	
  including	
  con:ngency	
  reserve	
  
ü Signoff	
  

	
  

www.RefineM.com 

Project Charter - Best Practices 
	
  

*  Prepare	
  a	
  project	
  charter	
  for	
  every	
  project	
  	
  
*  Iden:fy	
  key	
  stakeholders	
  
*  Appoint	
  the	
  PM,	
  even	
  before	
  the	
  charter	
  is	
  created,	
  ideally	
  

he/she	
  should	
  be	
  part	
  of	
  project	
  charter	
  development.	
  
*  Iden:fy	
  all	
  possible	
  project	
  risks	
  	
  
*  Collaborate:	
  Develop	
  the	
  Project	
  charter	
  with	
  major	
  

stakeholders	
  
*  Clearly	
  document	
  in	
  scope	
  and	
  out	
  of	
  scope	
  requirements	
  
*  Clearly	
  document	
  all	
  the	
  assump0ons	
  
	
  

16 
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Project Charter - Tools and Templates 

17 

www.RefineM.com 

Project Charter - Pitfalls  

18 

*  Star:ng	
  a	
  project	
  without	
  developing	
  a	
  charter	
  
*  Star:ng	
  a	
  project	
  without	
  proper	
  approvals	
  even	
  if	
  charter	
  

was	
  developed	
  
*  Missing	
  a	
  major	
  stakeholder	
  
*  Not	
  lis:ng	
  what	
  is	
  out	
  of	
  scope	
  
*  Not	
  spending	
  any	
  or	
  sufficient	
  :me	
  to	
  iden:fy	
  risks	
  
*  Not	
  lis:ng	
  major	
  assump:ons	
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2.	
  Stakeholder	
  Analysis	
  

1. How many of you use this process? 
 
2. How many find it helpful? 

www.RefineM.com 

Stakeholder - Definition    

20 

* A	
  Stakeholder	
  
ü Is	
  someone	
  affected	
  by	
  the	
  project	
  outcomes	
  or	
  project	
  ac:vi:es	
  
ü Is	
  someone	
  who	
  can	
  influence	
  the	
  project	
  outcomes	
  or	
  project	
  
ac:vi:es	
  

	
  

* Primary	
  vs.	
  Secondary	
  Stakeholders	
  
ü Primary	
  stakeholders	
  have	
  a	
  stake	
  in	
  the	
  project	
  and	
  are	
  involved	
  in	
  
all	
  aspects	
  of	
  the	
  project	
  

ü Secondary	
  stakeholders	
  have	
  indirect	
  impact	
  on	
  the	
  business	
  
opera:ons	
  or	
  growth	
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Stakeholder - Best Practices 
* Define	
  WHO	
  is	
  a	
  “Stakeholder”	
  	
  

ü Who	
  has	
  a	
  stake	
  or	
  	
  
ü Who	
  has	
  ability	
  to	
  influence	
  	
  
	
  

* Iden:fy	
  ALL	
  the	
  Stakeholders	
  	
  
	
  
* Develop	
  Stakeholder	
  Register	
  
	
  
* Perform	
  Stakeholder	
  analysis	
  to	
  develop	
  
*  Stakeholder	
  Influence	
  Matrix	
  
*  Stakeholder	
  Engagement	
  Matrix	
  

	
   21 

www.RefineM.com 

Stakeholder - Tools and Templates 

22 

* Stakeholder	
  Register	
  
* Stakeholder	
  Influence	
  Matrix	
  
* Stakeholder	
  Engagement	
  Matrix	
  



12/6/13 

12 

www.RefineM.com 

Stakeholder Register 

23 

www.RefineM.com 

Stakeholder Influence Matrix 

24 
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Stakeholder Engagement Matrix 

25 
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Stakeholder - Pitfalls 

26 

*  Insufficient	
  stakeholder	
  analysis	
  leading	
  to	
  missing	
  stated	
  
and/or	
  implied	
  needs	
  that	
  may	
  create	
  havoc	
  later	
  
* Not	
  developing	
  a	
  stakeholder	
  influence	
  matrix	
  leaving	
  
room	
  for	
  communica:ons	
  gaps	
  
* Not	
  having	
  a	
  plan	
  to	
  improve	
  stakeholder	
  engagement	
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3.	
  WBS	
  

1. How many of you use this process? 
 
2. How many find it helpful? 

www.RefineM.com 

WBS - Definition 
	
  

* A	
  Work	
  Breakdown	
  Structure	
  (WBS)	
  	
  
ü Is	
  	
  a	
  grouping	
  of	
  project	
  elements	
  which	
  organizes	
  and	
  
defines	
  the	
  total	
  scope	
  of	
  the	
  project	
  

ü Each	
  descending	
  level	
  represents	
  an	
  increasingly	
  detailed	
  
defini:on	
  of	
  a	
  project	
  component.	
  Project	
  components	
  may	
  
be	
  products	
  or	
  services	
  

ü The	
  smallest	
  element	
  is	
  called	
  a	
  work	
  package	
  
	
  

	
  
WBS	
  provides	
  a	
  basis	
  for	
  overall	
  scope,	
  effort	
  and	
  

cost	
  of	
  the	
  project.	
  

	
  
	
  

28 
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WBS - Best Practices 
*  Involve	
  as	
  many	
  stakeholders	
  (including	
  team	
  members)	
  as	
  
possible	
  in	
  crea:ng	
  WBS	
  
*  Ensure	
  each	
  element	
  in	
  WBS	
  has	
  “:me”	
  and	
  “cost”	
  es:mates	
  	
  
*  Use	
  3-­‐point	
  es:mates	
  wherever	
  good	
  es:mates	
  are	
  not	
  
available	
  
*  No	
  work	
  package	
  should	
  exceed	
  more	
  than	
  80	
  hours,	
  in	
  
general	
  
*  Ensure	
  the	
  lowest	
  level	
  elements	
  have	
  been	
  assigned	
  to	
  
specific	
  team	
  member(s)	
  
*  The	
  WBS	
  should	
  be	
  verified	
  and	
  approved	
  by	
  the	
  relevant	
  
stakeholders	
  and	
  revised	
  when	
  required	
  

	
  
	
  

29 
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WBS – An Example 

30 
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WBS – Another Example 

31 

www.RefineM.com 

WBS – Tools & Template 

32 

Level	
   Task	
   Assigned	
  To	
  Start	
  Date	
   Low	
  
Hours	
  

Likely	
  
Hours	
  

High	
  
Hours	
  

PERT	
  
Hours	
   End	
  Date	
   	
  Cost	
  ($)	
  @	
  50/hr	
  	
  

0	
   Bicycle	
   Phillip	
   8/23/13	
   80	
   95	
   140	
   100	
   9/4/13	
   4200	
  
1	
   Frame	
  set	
   John	
   2/17/13	
   7	
   12	
   35	
   15	
   2/18/13	
   750	
  
2 Frame 2/17/13 3 5 19 7 2/18/13 350 
2 Handlebar 2/17/13 0.25 1 7.75 2 2/18/13 100 
2 Fork 2/17/13 0.25 2 9.75 3 2/18/13 150 
2 Seat 2/17/13 0.25 2 9.75 3 2/18/13 150 
1	
   Crank	
  set	
   Joe	
   2/18/13	
   2	
   4.5	
   10	
   5	
   2/19/13	
   50	
  
1	
   Wheels	
   Patrick	
  	
   2/18/13	
   19	
   25	
   61	
   30	
   2/22/13	
   1500	
  
2 Front wheel 2/18/13 7 12 35 15 2/22/13 750 
2 Rear wheel 2/18/13 7 12 35 15 2/23/13 750 
1	
   Braking	
  system	
  Heather	
  	
   2/20/13	
   2	
   4.5	
   10	
   5	
   2/24/13	
   50	
  
1	
   Shiring	
  system	
  Billy	
   2/21/13	
   2	
   4.5	
   10	
   5	
   2/25/13	
   50	
  
1	
   Integra:on	
   Cathy	
  	
   2/22/13	
   19	
   25	
   61	
   30	
   2/26/13	
   1750	
  
2 Concept 2/23/13	
   0.25 2 9.75 3 2/27/13	
   150 
2 Design 2/24/13	
   2 4.5 10 5 2/28/13	
   250 
2 Assembly 2/25/13	
   8 5 32 10 2/28/13	
   500 
2 Testing 2/26/13	
   7 12 47 17 2/28/13	
   850 

1	
  
Project	
  
Management	
   Derrick	
  	
   2/27/13	
   2	
   4.5	
   10	
   5	
   2/28/13	
   50	
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WBS - Pitfalls 

33 

* Not	
  crea:ng	
  WBS	
  and	
  jumping	
  to	
  start	
  the	
  project	
  
*  Leaving	
  WBS	
  without	
  es:ma:ng	
  :me	
  and	
  cost	
  
*  Leaving	
  WBS	
  without	
  assignments	
  
* Neglec:ng	
  to	
  create	
  a	
  WBS	
  dic:onary	
  	
  
* Adding	
  requirements	
  instead	
  of	
  tasks	
  	
  
	
  

4.	
  Resource	
  Alloca%on	
  

1. How many of you use this process? 
 
2. How many find it helpful? 
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Resource Allocation - Definition  

  	
  

* Resource	
  alloca:on	
  is	
  	
  
ü The	
  process	
  of	
  assigning	
  the	
  available	
  resources	
  in	
  an	
  
economic	
  way	
  

ü The	
  scheduling	
  of	
  ac:vi:es	
  and	
  the	
  resources	
  required	
  by	
  
those	
  ac:vi:es	
  while	
  taking	
  into	
  considera:on	
  both	
  the	
  
resource	
  availability	
  and	
  the	
  project	
  :me	
  

	
  

Resources	
  are	
  scarce,	
  they	
  should	
  be	
  carefully	
  allocated.	
  

35 

www.RefineM.com 

 
  Resource Allocation - Best Practices      

  
	
  

*  Allocate	
  resources	
  with	
  long-­‐term	
  project	
  pipeline	
  in	
  mind	
  
*  Allocate	
  resources	
  with	
  a	
  goal	
  to	
  minimize	
  frequent	
  changes	
  to	
  
assignments	
  
*  Allocate	
  all	
  category	
  of	
  resources	
  (people,	
  material	
  and	
  
equipment,	
  not	
  just	
  people)	
  to	
  projects	
  
*  Allocate	
  resources	
  with	
  a	
  goal	
  to	
  create	
  a	
  good	
  team	
  environment	
  
(who	
  works	
  well	
  with	
  who?)	
  
*  Avoid	
  alloca:ng	
  100%	
  of	
  resource	
  :me	
  to	
  project	
  tasks,	
  80%	
  is	
  a	
  
good	
  star:ng	
  point	
  

	
  
	
  

100%	
  alloca0on	
  increases	
  uncertainty	
  

36 
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Resource Allocation - Tools & Templates 

37 

•	
  Project	
  Manager
3

•	
  Cost	
  management	
  
•Quality	
  Management	
  
•	
  People	
  Management	
  

•	
  MS	
  Project	
  Office
•	
  Excel
•	
  Visio	
  

Labor	
  Required	
   Resource	
  Plan	
  
End-­‐DateRole Number Responsibilities Sill-­‐Set Start-­‐Date

www.RefineM.com 

Resource Allocation - Tools & Templates 

38 

•	
  office	
  supplies	
   •	
  Paper	
  reams
•	
  Printer	
  Catridges	
  
•	
  Files	
  ,	
  Folders	
  

•	
  100
•	
  4	
  
•	
  300	
  

Resource	
  Plan	
  Material	
  Required	
  
Item Components Amount	
   Start-­‐Date End-­‐Date
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Resource Allocation - Tools & Templates 

39 

•	
  Print	
  Room	
  Equipment	
  
1

•	
  Printing	
  
•	
  Scanning	
  
•	
  Fax
•	
  Photostat

•	
  Lexmark	
  1400

Equipment	
  Required	
  

End-­‐Date

Resource	
  Plan	
  

Item Number Purpose Specification Start-­‐Date

www.RefineM.com 

Resource Allocation - Pitfalls 

40 

	
  
* Over/under	
  alloca:on	
  –	
  not	
  balancing	
  resources	
  
* Not	
  alloca:ng	
  all	
  category	
  of	
  resources	
  (people,	
  material	
  and	
  
equipment),	
  just	
  the	
  people	
  to	
  project	
  tasks	
  
* Alloca:ng	
  100%	
  of	
  resources’	
  :me	
  to	
  project	
  ac:vi:es	
  
* Avoiding	
  resource	
  alloca:on	
  for	
  the	
  en:re	
  phase/project	
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5.	
  Project	
  Schedule	
  

1. How many of you use this process? 
 
2. How many find it helpful? 

www.RefineM.com 

 
Project Schedule - Definition  

  

42 

	
  

* Project	
  Schedule	
  is	
  	
  
ü A	
  lis:ng	
  of	
  a	
  project	
  milestones,	
  ac:vi:es,	
  and	
  deliverables	
  
with	
  a	
  planned	
  start	
  and	
  end	
  dates	
  

ü Those	
  items	
  are	
  oren	
  es:mated	
  in	
  terms	
  of	
  resources,	
  
dura:on	
  and	
  cost	
  

ü Linked	
  by	
  dependencies	
  and	
  scheduled	
  events	
  
ü Closely	
  related	
  to	
  the	
  terminal	
  elements	
  of	
  WBS	
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*  Create	
  WBS	
  before	
  developing	
  the	
  project	
  schedule	
  
*  Create	
  resource	
  sheet	
  and	
  calendars	
  before	
  entering	
  the	
  tasks	
  
*  Only	
  one	
  task	
  in	
  a	
  project	
  should	
  be	
  entered	
  without	
  a	
  
predecessor	
  
ü This	
  would	
  be	
  the	
  task	
  that	
  starts	
  the	
  project	
  	
  
*  Only	
  one	
  task	
  in	
  a	
  project	
  should	
  be	
  without	
  a	
  successor	
  

ü This	
  would	
  be	
  the	
  closing	
  task	
  for	
  the	
  project	
  
*  All	
  tasks	
  should	
  have	
  a	
  "Work"	
  (hours)	
  value	
  when	
  being	
  assigned	
  
to	
  resources	
  
*  Do	
  not	
  assign	
  resources	
  to	
  the	
  summary	
  tasks,	
  why?	
  
*  Do	
  not	
  create	
  predecessor/successor	
  rela:onships	
  between	
  
summary	
  tasks	
  	
  
*  Remember	
  to	
  baseline	
  the	
  schedule	
  arer	
  it	
  has	
  been	
  finalized	
  

	
  
	
  

	
  
	
  

www.RefineM.com 

Project Schedule - Tools & Templates 

44 



12/6/13 

23 

www.RefineM.com 

Project Schedule - Pitfalls 

45 

*  Overly	
  op:mis:c	
  es:mates	
  	
  
*  Failure	
  to	
  do	
  peer	
  review	
  	
  	
  
*  Using	
  a	
  tool	
  like	
  MS	
  Project	
  without	
  proper	
  training	
  –	
  may	
  make	
  
you	
  crazy	
  
*  Abandoning	
  a	
  schedule	
  during	
  project	
  execu:on	
  	
  
	
  

6.	
  Communica%on	
  Plan	
  

1. How many of you use 
this process? 

 
2. How many find it helpful? 
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* Communica:on	
  Plan	
  describes	
  	
  
ü What	
  will	
  be	
  communicated?	
  The	
  informa:on	
  
ü When	
  will	
  it	
  be	
  communicated?	
  The	
  :me	
  period/frequency	
  
ü Why	
  will	
  it	
  be	
  communicated?	
  The	
  need	
  
ü Who	
  will	
  communicate	
  it?	
  The	
  sender	
  
ü Who	
  will	
  receive	
  it?	
  The	
  receiver	
  
ü How	
  will	
  the	
  communica:on	
  occur?	
  The	
  mode/technology	
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*  Complete	
  stakeholder	
  analysis	
  before	
  developing	
  the	
  
communica:on	
  plan	
  
*  Analyze	
  all	
  communica:on	
  channels	
  [n*(n-­‐1)/2]	
  
*  Keep	
  organiza:on	
  structure	
  and	
  culture	
  in	
  mind	
  
*  Iden:fy	
  all	
  sources	
  of	
  “noise”	
  that	
  can	
  interrupt	
  or	
  reduce	
  
effec:veness	
  of	
  communica:on	
  
*  Facilitate	
  open,	
  honest	
  and	
  :mely	
  communica:on	
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*  Some	
  stakeholders	
  may	
  not	
  included	
  in	
  the	
  communica:on	
  plan	
  
*  Analysis	
  of	
  “noise”	
  sources	
  is	
  ignored	
  
*  Communica:on	
  plan	
  can	
  be	
  one-­‐off	
  or	
  one	
  :me	
  ac:vity	
  
*  Communica:on	
  plan	
  is	
  not	
  kept	
  current,	
  and	
  updated	
  as	
  the	
  
project	
  progresses	
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  Risk	
  Register	
  

1. How many of you use this 
process? 

 
2. How many find it helpful? 

www.RefineM.com 

 
Risk Register - Definition  
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* Risk	
  Register	
  	
  
ü Is	
  a	
  risk	
  management	
  tool	
  that	
  acts	
  as	
  a	
  central	
  repository	
  of	
  all	
  
project	
  risks	
  iden:fied	
  throughout	
  the	
  project	
  dura:on	
  

ü Includes	
  all	
  informa:on	
  about	
  every	
  risk	
  such	
  as	
  
ü Risk	
  descrip:on	
  
ü Probability	
  of	
  occurrence	
  
ü Impact	
  on	
  project,	
  if	
  it	
  occurred	
  	
  
ü Risk	
  trigger	
  
ü Response	
  strategy	
  and	
  response	
  
ü Risk	
  Owner	
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Risk Register - Contents 
*  Date:	
  As	
  the	
  risk	
  register	
  is	
  a	
  living	
  document,	
  it	
  is	
  important	
  to	
  record	
  the	
  date	
  

that	
  risks	
  are	
  iden:fied	
  or	
  modified.	
  Op:onal	
  dates	
  to	
  include	
  are	
  the	
  target	
  
and	
  comple:on	
  dates	
  

*  Risk	
  ID:	
  A	
  unique	
  iden:fying	
  number	
  for	
  the	
  risk	
  
*  Risk	
  descrip%on:	
  A	
  brief	
  descrip:on	
  of	
  the	
  risk,	
  its	
  causes	
  and	
  its	
  impact	
  
*  Risk	
  response:	
  The	
  ac:on	
  which	
  is	
  to	
  be	
  taken	
  if	
  the	
  risk	
  occurs	
  
*  Trigger:	
  Something	
  which	
  indicates	
  that	
  a	
  risk	
  is	
  about	
  to	
  occur	
  or	
  has	
  already	
  

occurred	
  
*  Risk	
  owner:	
  The	
  person	
  whom	
  the	
  project	
  manager	
  assigns	
  to	
  watch	
  for	
  

triggers,	
  and	
  manage	
  the	
  risk	
  response	
  if	
  the	
  risk	
  occurs	
  
*  Probability:	
  The	
  likelihood	
  (probability)	
  ra:ng	
  for	
  the	
  risk,	
  using	
  scales	
  using	
  %	
  

and	
  L/M/H	
  priority	
  	
  
*  Impact:	
  Number	
  of	
  days	
  that	
  can	
  delay	
  the	
  actual	
  schedule	
  	
  	
  
*  Expected	
  Monetary	
  Value:	
  Probability	
  X	
  Impact	
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Risk Register - Best Practices  

  	
  

*  Iden:fy	
  risks	
  and	
  create	
  risk	
  register	
  for	
  every	
  project,	
  small	
  or	
  big	
  
*  Collect	
  as	
  much	
  informa:on	
  as	
  possible	
  and	
  reasonable	
  for	
  every	
  
risk	
  and	
  update	
  risk	
  register	
  with	
  that	
  informa:on	
  
*  Involve	
  everyone	
  on	
  the	
  team	
  in	
  risk	
  iden:fica:on	
  mee:ngs	
  
*  Use	
  Risk	
  Breakdown	
  Structure	
  (RBS)	
  as	
  a	
  checklist	
  to	
  iden:fy	
  all	
  
sources	
  of	
  risks	
  
*  Review	
  risks	
  and	
  update	
  risk	
  register	
  at	
  regular	
  intervals	
  
throughout	
  the	
  dura:on	
  of	
  the	
  project	
  

	
  

54 
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Risk Register - Tools & Templates 

% L/M/H
1 Data	
  model	
  changes	
  &	
  Impacts 7/1/2013 25% M 10 2.5 George Description
2 Mapping	
  Grid	
  document	
   7/2/2013 10% M 8 0.8 Allen Description
3 Data	
  Architecture	
  fields	
  impact 7/3/2013 15% L 5 0.75 Kramer Description
4 Data	
  Migration 7/4/2013 50% H 15 7.5 Linda Description
5 Auditing	
  reports	
   7/5/2013 15% L 5 0.75 Ellis Description

Project:	
   Risk	
  Register:	
  
Date Risk	
  Owner Risk	
  Response Trigger

Expected	
  Monitory	
  Value	
  
(Probaility	
  *	
  Impact)

Pobability
Risk	
  ID Risk	
  Description Impact	
  (delay	
  in	
  #	
  of	
  

days)	
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Risk Register - Pitfalls 
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*  Mixing	
  of	
  issues	
  with	
  risks	
  
*  Ignoring	
  or	
  underes:ma:ng	
  a	
  risks	
  	
  
*  Not	
  doing	
  right	
  amount	
  of	
  risk	
  analysis	
  
*  Failing	
  to	
  communicate	
  risks	
  with	
  appropriate/all	
  stakeholders	
  
*  PM	
  developing	
  risk	
  register	
  on	
  his/her	
  own	
  without	
  involving	
  
everyone	
  
*  Developing	
  a	
  risk	
  register	
  but	
  not	
  upda:ng	
  it	
  throughout	
  the	
  
project	
  dura:on,	
  thereby	
  loosing	
  opportunity	
  to	
  iden:fy	
  more	
  
risks	
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8.	
  Performance	
  Repor%ng	
  

1. How many of you use this process? 
 
2. How many find it helpful? 
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* Performance	
  Repor:ng	
  
ü Is	
  the	
  process	
  of	
  providing	
  status	
  of	
  the	
  project	
  including	
  but	
  
not	
  limited	
  to	
  deliverables,	
  milestones,	
  ac:vi:es,	
  cost/budget,	
  
quality,	
  risks	
  and	
  issues	
  

ü Can	
  be	
  of	
  following	
  types	
  
ü General	
  Performance	
  repor:ng	
  
ü Financial	
  repor:ng	
  (revenue,	
  cost,	
  gross	
  margin,	
  ROI,	
  IRR	
  etc.)	
  
ü Porxolio	
  repor:ng	
  (status	
  of	
  projects	
  in	
  the	
  porxolio)	
  
ü Quality	
  repor:ng	
  (about	
  quality	
  parameters	
  such	
  as	
  defects,	
  changes	
  etc.)	
  

www.RefineM.com 

Performance Reporting - Best Practices 
*  Trial	
  balloon	
  method	
  is	
  a	
  good	
  prac:ce	
  (crea:ng	
  reports	
  on	
  a	
  trial	
  
and	
  error	
  basis	
  based	
  on	
  approval	
  from	
  stakeholders)	
  
*  One	
  report	
  does	
  not	
  serve	
  all	
  audience	
  so	
  create	
  reports	
  based	
  on	
  
a	
  specific	
  audience	
  	
  
*  Repor:ng	
  variances	
  (actual	
  vs.	
  planned	
  values)	
  helps	
  more	
  clarity	
  	
  
*  Performance	
  repor:ng	
  should	
  be	
  included	
  in	
  communica:on	
  plan	
  
*  Include	
  following	
  if	
  no	
  repor:ng	
  requirements	
  were	
  specified	
  

ü  What	
  was	
  accomplished	
  in	
  the	
  last	
  repor:ng	
  period?	
  
ü  What	
  is	
  planned	
  for	
  next	
  2	
  (at	
  least)	
  repor:ng	
  periods?	
  
ü  Are	
  there	
  any	
  show	
  stoppers	
  or	
  risks	
  that	
  need	
  immediate	
  azen:on?	
  
ü  Variances	
  (planned	
  vs.	
  actual)	
  costs	
  and	
  :meframes	
  
ü  Trends/projec:ons	
  (es:mate	
  to	
  complete	
  –	
  :me	
  and	
  cost)	
  
	
  

	
   60 
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Team	
  Member Achievements/Milestones	
  
Completed	
  (in	
  the	
  past	
  

week)

Assignments	
  (for	
  next	
  2	
  
weeks)

Major	
  Issues/Concerns	
  (that	
  
may	
  impact	
  progress	
  in	
  

future)
TM1

TM2

TM3

TM4

TM5

TM6

TM7

www.RefineM.com 

Performance Reporting- Pitfalls 

62 

	
  
*  A	
  generic	
  repor:ng	
  process	
  may	
  be	
  misleading	
  to	
  many	
  
stakeholders	
  
*  Inaccurate	
  repor:ng	
  or	
  repor:ng	
  not	
  based	
  on	
  facts/data	
  is	
  
misleading	
  
*  Repor:ng	
  without	
  variances	
  and	
  trends	
  may	
  not	
  provide	
  much	
  
value	
  to	
  the	
  stakeholders	
  
*  Not	
  repor:ng	
  risks	
  and	
  issues	
  will	
  make	
  the	
  project	
  manager	
  look	
  
reac:ve	
  vs.	
  proac:ve	
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1.  Of	
  the	
  8	
  processes	
  covered,	
  which	
  do	
  you	
  plan	
  to	
  start	
  
to	
  implement?	
  

2.  Are	
  there	
  any	
  processes	
  that	
  you	
  do	
  not	
  plan	
  to	
  
implement?	
  

3.  Do	
  you	
  think	
  any	
  of	
  these	
  processes	
  can	
  help	
  you	
  
address	
  the	
  PM	
  challenges	
  you	
  iden:fied	
  at	
  the	
  start	
  
of	
  this	
  talk?	
  

	
  
	
  
	
  

	
  
	
  
	
  

A Few Final Questions 

www.RefineM.com 

*  All About User Stories – On Feb 12, 2014

ü 1-day class delivered in person

ü Scheduled for Feb 12, 2014 from 8:30am-4:30pm CT

ü Venue – eFactory, 405 N Jefferson Ave, Springfield, MO, USA

ü Earn 7 PDUs (if you need them)


*  Several in-person and virtual courses coming up in 
2014 – stay tuned


More Learning Opportunities From RefineM


More info at http://refinem.com/news-and-events/
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*  PDU Category – B, Continuing Education

*  Program Title – Webinar on “Essential Gear for Projects 

Managers”

*  Date Started – Today’s date

*  Date Completed – Today’s date

*  Hours Completed – 1.00

*  Provider 


ü  Name – RefineM

ü  Phone # 417-414-9886

ü  Email – nks@refinem.com

*  PDUs Claimed – 1.00




How to Claim 1 PDU for this Webinar?
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Essential Gear for PMs – Level 1 
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Product	
  Launch	
  Scheduled	
  
for	
  February	
  2014	
  !	
  


