
Agenda

· Workshop opening including introductions and participant goals
· “Projects from Heaven and Hell”

· Effective Project Management: A Case Application

· Lunch

· Effective Project Management: Planning Our Own Projects
· Workshop Wrap-up, Evaluation and Closing
Learning Activity:
Projects from Heaven and Hell

Instructions:

· Take a few minutes to think about some of the projects in which you been involved. The projects may have been large or small, and could include those in your personal or professional life. They might have involved implementing a whole new system at work, or simply a change in the office routine. They could include organizing a retirement party for a colleague or an event for a church or community group to which you belong. Recall projects where you were the project leader, or were part of the project team, as well as ones where you were simply one of the stakeholders—someone affected by the project or who attended the party or event.

As you reflect on these, try to identify projects that were real successes and those that were not –“the projects from hell” 

· Now, jot down some of the characteristics of both these good and bad project experiences using the worksheet below.

· Finally, meet with your assigned group to share these reflections. Be prepared to discuss what you learned with the rest of the workshop at ____ o’clock.

	Characteristics of the Projects 

from Hell
	Characteristics of the Projects

from Heaven

	           My experiences:

	          My experiences:


Overview of Planning

What is planning?
Planning is the process of addressing a problem, exploring it, identifying possible solutions, choosing a course of action, breaking the strategy  down into manageable steps, assembling the activities into a document along with expectations and finally implementing and communicating the plan. The last piece is the evaluation, as we learn from the process of implementation so we can go about the next plan with the lessons learned from our previous experience.
Why plan?
Planning means thinking about the future so that you can do something about it now. This doesn’t necessarily mean that everything will go according to plan. It probably won’t. But if you have planned properly, your ability to adjust, without compromising your overall purpose, will be that much greater.
Who needs to be involved when planning?

Anyone who might have a role in the project should be involved in the planning process. It is wise to involve those folks who are to approve and implement the project plan as early as possible. This will provide needed synergy and ideas about the project, but more importantly will begin to build commitment and enthusiasm from the start.  
Where do we start?

We always start with the problem or issue. We need to explore different assumptions and perspectives that are associated with that particular issue or problem.  We often try to circumvent exploring the problem and move into action far too soon in the process. Experts in problem solving suggest we should be spending 70% of our planning time on exploring the problem before we move into action planning.  
Steps in the Project Management Process!
First, remember that these steps are iterative—sometimes you may need to repeat or revise a previous step as you get further into the project and new information emerges. 

Steps:

1. Explore the problem- Target Problem and Analysis
2. Project purpose
3. Identify project stakeholders
4. Develop SMART objectives- the best of possible options
5. Develop success indicators
6. Identify the activities or tasks that will implement the objectives
7. Identify who will complete the task 
8. Assemble a time line of deadlines and milestones
9. Put together a communications strategy
10. Create a budget for the project
11. Identify possible challenges and constraints (risk management)
12. Ongoing controlling and monitoring 
13. Celebrate milestones and accomplishment
14. Evaluate
1. Explore the Target Problem and Analysis

This is what we call the ground work. Usually in the NPO sector, a group of people internal or external to an organization agree to come together to address a particular problem.  We often start with our subjective experience of the issue, sharing how we ourselves or the people we serve, are experiencing a problem.  We can then use additional tools to explore the problem such as environmental scans, community consultations, needs assessment surveys, fact finding trips and literature reviews of academic and grey literature.  In this process, we surface how other communities experienced the problem, analyzed the problem and how they addressed the issue in terms of programs and projects. All this learning needs to be shared with your project team and through a discussion process you agree to how the problem will be presented and addressed.
	


2. Project purpose

A purpose statement gives you focus and purposefulness. By explaining why the project exists and what is seeks to accomplish, you can then articulate to outsiders and each other why you are undertaking the project.
	


3. Project stakeholders:

It is vital to involve the right people in the planning process. If you cannot involve them in the planning committee be sure to get input from everyone responsible for carrying out parts of the plan. You also need to identify those managers, board members, funders or community members that need to approve the project or need to be kept informed in order to maintain their support. 
	Stakeholder
	Interest in and expectations for the project
	What contribution could they make to the project

	
	
	

	
	
	

	
	
	

	
	
	


4. Develop Smart objectives:
A SMART goal or objective is: 

Specific. "Write a paper."
Measurable. "Write a 30-page paper."
Acceptable. If you involve me in setting the goal so I can change my other commitments or modify the goal, I'm much more likely to accept pursuit of the goal.
Realistic. The goal won't be useful to me or others if, for example, the goal is to "Write a 30-page paper in the next 10 seconds."
Time frame. It'll mean more to others (particularly if they are planning to help me or guide me to reach the goal) if I specify that I will write one page a day for 30 days.


*

*

*

*
5. Develop success indicators:

Indicators are measurable or tangible signs that something has been done. By identifying and measuring indicators over time, you can demonstrate to others that milestones are being reached and that your work is having an impact.
A project/program can have impact indicators like:

· An increase in participation rates 

· The numbers of people exposed to a particular communications message
· A reduction in the incidence of a disease or a behaviour 

You can also identify process indicators such as:

· Consultation with key stakeholders takes place regularly
· Information sharing takes place on an ongoing basis
Defining these indicators is a part of the planning process.
*

*

*

*
6. Identify the activities or tasks that will implement the objectives: 

This is the stage of action planning where we develop step-by-step activities and break down objectives into manageable tasks.  What is needed to make something a reality? Who needs to do what! Is there a new structure needed?  What tools are needed? Is there any new skills necessary? Are new staff needed?  How will they be recruited and hired?
*

*

*

*

7. Identify who will complete the task:
This step involves the assignment of responsibilities including the identification of who will be involved, who needs to be kept informed and in the situation of a number of people working as a task group who leads?

*

*

*

*

8. Assemble a time line of deadlines and milestones:

[image: image1]
Project planning worksheet- Fill in with the answers from steps 4-8.
	Project Objective
	Success indicator
	 Activities
	Responsibility of 
	Projected Date of Completion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


9. Put together a communications strategy:
You need to make a list of everyone who has a stake in the project, including senior management, supervisors, staff, board members, clients and funders. Include each stakeholder group in the appropriate column of the communications plan and clarify what they need to know about the project and what communication will be used if any, then when, and who will do this for each activity or milestone

Identify in general terms how you would like to communicate with each of them (e.g. by email, formal presentation, an informal presentation, by brochure etc.)

	Stakeholder group
	What they need to know
	Communication approach to be used 
	When and who is responsible?

	
	
	
	


10. Create a budget for the project:
In a budget you will be identifying the financial human and technical resources you will need to implement the project plan. Will you need additional staff, will existing staff need training?  For what else will you need money, ie office space, computers, phones etc.
In the chart below provide a summary in table form of the expenditures (your costs) and source of funding (income) for the project during the life of the   project.  

	Expenditures
	Estimates
	Total
	Comments

	Internal Staff/ Labor
	
	
	

	Services 
	
	
	

	Software Tools
	
	
	

	Hardware
	
	
	

	Materials and Supplies
	
	
	

	Facilities 
	
	
	

	Telecommunications
	
	
	

	Training
	
	
	

	Contingency (Risk)
	
	
	

	Total
	
	
	

	Income
	
	Total
	Comments

	Government funding
	
	
	

	Fundraising
	
	
	

	User fees
	
	
	

	Other
	
	
	

	Total
	
	
	


11. Challenges and constraints: (risk management):
Once most of your plan has been developed, review the environment in which you will be working and brainstorm with your colleagues possible challenges that may emerge during the project lifespan.  Insert them into the chart and identify possible strategies that might reduce the impact of an unforeseen constraint.

	Type of challenge or constraint
	Possible challenge or constraint
	Mitigation strategy

	Technical – do you have the technical capacity to deliver what your objectives
	
	

	Legal-are there any legal issues that you need to address with your project 
	
	

	Resources-do you have access to the resources financial and Human required to implement the project as envisioned 
	
	

	Time frames-what could go wrong to slow down the meeting of milestones
	
	

	Competitors and collaborators-how will they react to the project any predictable issues-How will you manage them?
	
	


12.  Ongoing controlling and monitoring: 

Controlling the project is the most demanding aspect of managing a project in terms of both the time and effort it requires. It is the basic reason for planning and scheduling the project. A good road map is needed to make sure that the project is going in the right direction.

Controlling the project involves gathering and analyzing information about the progress of the project and taking steps to adjust its direction, as needed. A way of monitoring the work assignments and time frames is required. This may be as simple as weekly meetings or regular progress reports. New information often requires adjustments to the content of the project and the plan for completing it. Project management involves sharing information openly, cooperatively and when it is needed. 
A process of continuous improvement should be built into the project. At the various milestones, as well as at the end of the process, team members should acknowledge successfully completing the milestones and be prepared to critically evaluate their performance. Managers should also assess their own performance, along with the team’s, in terms of meeting the basic project planning and implementation criteria. Such a review can reveal how to improve the process and to convey this information to others
13. Celebrate milestones and project completion: 

This is often the step we overlook. Sometimes we are so exhausted from our effort to reach final deadlines that once we complete the project we want to leave it behind as fast as possible. When we do this however, we do not get the recognition we deserve as most projects fail before they reach completion. Successful project teams also build a great deal of trust and emotional commitment that needs to be respected and honoured before moving on. Thanking team members is critical, as is recognizing a job well done. Appreciation and recognition are incredible tools to make people feel they are part of a team and to build energy for the rough spots in all project cycles. Do it often.
14. Evaluate:
If a project begins with clear objectives and success indicators evaluation can be a rather simple process by answering the following questions.
· Did we do what we said we were going to do?  (Look at indicators or milestones and timelines to determine this)

· What worked and made a difference in the results we got?

· What didn't work?

· What would have made a difference?
Additional perspectives on the project can be assembled by posing the questions to the project stakeholders. 

 

 Learning Activity: A Case Study 

The AGM
Instructions: 

1. Individually, read the attached case situation. 

2. Now, take a few minutes to begin developing a project plan using the worksheets provided. Allow about ___ minutes for this.
3. Next, meet with your team and use the worksheets to reach agreement on your approach and finalize the project plan together. Make notes of your work on flipcharts for presentation to the rest of the workshop.

4. Select a member to present your group’s work at ___ o’clock.

Case Situation:

The AGM

Assume that you are new to this agency and your boss Laura has just called you into her office to discuss a new assignment.

It’s actually only your second week on the job, and you really like the work and want to want to make a good impression on everyone. Frankly this assignment has thrown you for a bit of a curve. 

On the face of it, it’s not really that big a job—you simply need to organize the next Annual General Meeting. You need to make sure all the formalities are taken care of, send out the invitations, arrange the venue, order any supplies and equipment required and ensure that there are refreshments on hand. Not a big deal really. You also have to organize some sort of speaker or entertainment for the event, because Laura wants to use the meeting to promote the agency and attract people to attend who might not normally know much about your agency or its work. Even that’s not such a challenge really. 

What is really concerning you is the “political” aspect of the event. You know that you need to make sure to include all the stakeholders for the organization on the invitation list – funders, government people, potential donors, clients—even the founder of the agency who just retired a few months ago. You get the idea that perhaps you should even be advertising or promoting the event to the broader public. And you have to do all of this in a way that everyone feels involved in the process somehow, and most importantly, in a way that no-one feels offended, left out or that the approach is inappropriate for the agency. Yet obviously you can’t involve everyone in every little decision, or else you will never be able to finish the project! 
Apparently the person who organized the event last year did a fairly good job on the administrative side of things—the venue and food were OK. But he really underestimated the sensitivities of some of the stakeholders and kept them out of the loop totally around planning. As a result, a lot of people complained about the entire process. In the end it became a bit of a fiasco for the agency rather than the smooth well-received event that everyone had hoped for.

Your boss Laura has been really supportive to you so far, and you want to make sure that you don’t disappoint her on this. She says that she wants to be “in the loop” around all the planning for this, but at the same time has made it clear that she doesn’t want to be bogged down with details. She also has said that you need to make sure to keep both the Board Chair and the agency founder in the loop as well. The Chair is known as a real stickler for details who can be quite overbearing at times. Yet he also knows this agency and its history like no one else, and he is the critical go-to person to help understand some of the sensitivities of the various stakeholders. And of course you will need to work with him to ensure that all the details around providing reports and electing new officers are handled appropriately.

The founder is perhaps most tricky of all to deal with. She started this organization over 30 years ago and everyone credits her with taking the agency from simply an idea to where it is today. Everyone in the community knows her and the work she has done, and although she has now retired, she somehow seems to still be involved in the agency’s business. Apparently she would be very offended if the AGM didn’t acknowledge her recent retirement—even though she just had a huge retirement party! Her role in this event is a strange one—she isn’t officially part of the agency, yet somehow she is.

Laura has indicated that you can work with Anwar, one of the administrative staff to handle some of the administrative aspects of the project. There is a budget for the event, but Laura wants you to provide an outline of all the resources you’ll need and a sense of how you intend to plan the project, and in particular how you will ensure that the key stakeholders will be included.

The question now is -- where to begin?

Problem and Analysis:
Stakeholders: 
	Stakeholder
	Interest in and expectations for the project
	What contribution could they make to the project

	
	
	

	
	
	

	
	
	

	
	
	


Project Management Planning Sheet

Project Purpose:
	Project Objective
	Success indicator
	 Activities
	Responsibility of 
	Projected Date of Completion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Communications Strategy:
	Stakeholder group
	What they need to know
	Communication approach to be used 
	When and who is responsible?

	
	
	
	


Project Budget:
	Expenditures
	Estimates
	Total
	Comments

	Internal Staff/ Labor
	
	
	

	Services 
	
	
	

	Software Tools
	
	
	

	Hardware
	
	
	

	Materials and Supplies
	
	
	

	Facilities 
	
	
	

	Telecommunications
	
	
	

	Training
	
	
	

	Contingency (Risk)
	
	
	

	Total
	
	
	

	Income
	
	Total
	Comments

	Government funding
	
	
	

	Fundraising
	
	
	

	User fees
	
	
	

	Other
	
	
	

	Total
	
	
	


Learning Activity:

Planning for Our Own Projects
“Failing to plan is planning to fail…” 

1. Bearing in mind some of your learnings from the case situation, take a few minutes to begin planning for your own project back home, using the worksheets provided. Allow about ___ minutes for this.
2. Now, meet with your partner and take turns reviewing and discussing your respective projects and the work you have done to plan for them. Each of you should offer feedback and suggestions on how the planning could be improved. Allow about ___ minutes for this.

3. Finally, as you wrap-up your discussion, take a few minutes to reflect on this exercise by responding to the following questions:

· What are some of the key parts of this project planning activity?

· What part was easy?

· Where did you struggle?

· If your project actually was implemented as you planned, what would be the implications for you or you job?

· What do you intend to do with this plan after you leave the workshop?

__________________________  Project

Problem and Analysis:

Project Purpose:
Stakeholders: 
	Stakeholder
	Interest in and expectations for the project
	What contribution could they make to the project

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Project Management Planning Sheet

Project Purpose:

	Project Objective
	Success indicator
	 Activities
	Responsibility of 
	Projected Date of Completion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Communications Strategy:

	Stakeholder group
	What they need to know
	Communication approach to be used 
	When and who is responsible?

	
	
	
	


Project Budget:
	Expenditures
	Estimates
	Total
	Comments

	Internal Staff/ Labor
	
	
	

	Services 
	
	
	

	Software Tools
	
	
	

	Hardware
	
	
	

	Materials and Supplies
	
	
	

	Facilities 
	
	
	

	Telecommunications
	
	
	

	Training
	
	
	

	Contingency (Risk)
	
	
	

	Total
	
	
	

	Income
	
	Total
	Comments

	Government funding
	
	
	

	Fundraising
	
	
	

	User fees
	
	
	

	Other
	
	
	

	Total
	
	
	


Challenges and constraints: 

	Type of challenge or constraint
	Possible challenge or constraint
	Mitigation strategy

	Technical – do you have the technical capacity to deliver what your objectives
	
	

	Legal-are there any legal issues that you need to address with your project 
	
	

	Resources-do you have access to the resources financial and Human required to implement the project as envisioned 
	
	

	Time frames-what could go wrong to slow down the meeting of milestones
	
	

	Competitors and collaborators-how will they react to the project any predictable issues-How will you manage them?
	
	


From : http://www.computerworld.com/news/2000/story/0,11280,44218,00.html accessed February 3, 2006

Born to Lead Projects 
Some people have innate talents for managing projects.

Here's how to recognize them.
News Story by Kathleen Melymuka 
[image: image2.png]



MARCH 27, 2000 - You can train somebody to be a good project manager, but great project managers seem to be born, not made. Excellence depends on certain innate characteristics: Some of us got 'em, and some of us don't. "Project management requires competencies in three subject areas: technology, business and behavior," says Linda Pittinger, CEO of People3, a human resources consultancy in Somerset, N.J. Ideally, project managers should have all three, she says, but if you had to choose only one to focus on, it should be behavior. "People can go to school to learn the technical things, and they can learn the business over time," she says. "The behavioral competencies are the ones people are least able to learn. They're intuitive." 

Recognizing who in your workforce exhibits these behaviors will help you identify people who are predisposed to success as project managers. 

Chemistry Determining whether someone knows C++ is easy. Figuring out whether he has the right personality to be a great project manager is trickier. 

"Project management is a chemistry job," says David Foote, a managing partner at Foote Partners LLC in New Canaan, Conn. "It requires all these soft skills that have to do with getting things that you want (and) adjudicating issues between people, managers, egos and agendas. It's how to get a job done without annoying people." 

"The ability to deal with people will make or break a project manager," echoes Kevin McGuire, who has been a project management consultant for nine years as director of services at Primavera Systems Inc. in Bala Cynwyd, Pa. 

But that doesn't mean that great project managers have to be huggy bears. "I divide them into the 'touchy-feelies' and the 'let's-get-down-to-business' people," says Johanna Rothman, president of Rothman Consulting Group Inc. in Arlington, Mass. She has 18 years of project management experience and teaches the subject at The Gordon Institute at Tufts University in Medford, Mass. 

Where to Look If you're looking to spot potentially great project managers, you might start at a company softball game or picnic. "I always look for people who organize social activities - ski trips, big group luncheons. That demonstrates an ability to get a group of people moving toward a common goal," says Nancy Johnson, who worked in corporate project management for 20 years. She is now an assistant professor of MIS in the College of Management at Metropolitan State University in Minneapolis. 

Communication Strong leadership requires strong communication skills - not oratory, but the ability to connect. "You want someone with the ability to bring people together," Pittinger says. 

Great project managers find a way to share their vision with everyone. "With some people, they do it with just words," Rothman says. "With some, they have to paint a picture of how it's going to feel. (Others) have to explain each of the pieces, but they want to get people in the groove with them." 

They also have an intuitive understanding of where people are coming from, says Johnson, and it's easy to spot. "When I explain something to them, I only have to start explaining the first two steps and they intuitively know the next steps," she says. 

Another key aspect of communication is getting people to respond to you. "They have to be good at drawing the best out of their people," says Jim Oswald, a project manager with 20 years' experience who does project management consulting as vice president of professional services at Project Management Solutions Inc. in Philadelphia. 

And that, says Rothman, requires faith. "Project managers really believe that people want to do a good job and they want to help," she says. "They don't take mistakes personally; they don't think people are out to screw them." 

Good communication requires good listening skills. "Look for very effective and active listeners," says Oswald. "Project managers have to be able to hear what people are saying." 

The ability to see things from another person's perspective is extremely valuable, says Bill Berghel, a project manager at FedEx Corp. in Memphis. He looks for "somebody who can restate each person's view to his satisfaction." 

Effective project communication also requires an ability to get beneath the surface when the whole truth may not be apparent. "A certain radar tells you when people are being completely open and honest with you," says Dennis Johnson, an assistant vice president at USAA, a San Antonio-based insurance company. "A project manager needs the ability to question without alienating - to listen and watch people's body language and really see what's happening." 

For example, says Johnson, who has developed that ability during his 25 years in project management, "someone will be nodding his head as if he understands, and I know he'll go back and say, 'What did he really want?' Then someone else will ask questions that show he's trying to get to the next level and truly internalize this stuff. I can see it in his eyes. You need that radar." 

"It's important to draw information out," Berghel adds. And that can require courage. "This is the person who will ask an executive a question and everyone else in the room will gasp," he says. "They have to have the courage to ask the questions that need to be asked, even if they think it might look silly," because these are the questions that can make or break a project. (Think, for example, of the stupid question no NASA project manager asked about the Mars Polar Lander project: "Are we talking miles or kilometers here?") 

Finally, says McGuire, that communications mix includes a touch of salesmanship. "You need people who can evangelize - act almost like salespeople for their projects," he says. "You have to sell the value of your project to upper management (and) make sure it's visible, and then you have a better chance of getting what you need when you need it." 

Persuasion A corollary of communications skills and a hallmark of great project managers is their ability to influence others over whom they have no authority. "In IT organizations, the project manager often is responsible for delivery of product but doesn't have authority over resources," McGuire says. "They're vying for resources with everyone else in the organization." 

"It's hard to find people who can influence others and create win-win situations," Pittinger says. "Your customer says they need it in 60 days, and you know 120 is a stretch. How do you influence that person who could totally ruin your career? That's the project manager I want to hire." 

A by-product of this skill is the ability to build and sustain collaborative relationships. They're critical because project managers often need to work with people throughout the company and outside of it. "Look for people who build bridges instead of walls," McGuire says. 

3Generosity Great project managers share the credit and take the blame. "Look for someone who gives credit to others - who doesn't talk about 'I' but about what 'we' as a team did," Nancy Johnson says. 

"Look for a person who doesn't need the whole world revolving around him or her," she continues. For example, notice people who share their knowledge and skills to empower others. 

That same generosity makes great project managers approachable. "It's not necessarily someone you want to have a beer with but someone you're not afraid to talk to," Rothman says. "They don't blame people when they screw up. They find out why and then say, 'Where do we go from here?' "
Vision Great project managers also have vision. They look for patterns and understand cause and effect. This is easy to spot, Rothman says, because they talk about what has worked, what hasn't and why. 

This kind of thinking leads to foresight. "A successful project manager often knows what is going to happen in a project from the beginning to the end," Berghel says, and that includes the risks. If you can ask whether it would be possible to deliver a certain project within a certain time frame, he says, some people will say "yes" and some will say "no." But a diamond in the rough will say, "Well, if you can get by problems A, B and C . . ." 

Because they can see what's coming, great project managers are natural contingency planners. "A good project manager assumes the worst," says Nancy Johnson. "They think about, 'If this happens, what do I do?' " 

Flexibility Great project managers bend their own roles to accomplish a goal. "You want a facilitator," Rothman says, "leading from the front, standing in the middle and pushing from the back. They change places depending on who they're with and what they need." 

Humor Given the crazy world they work in, great project managers need a good sense of humor. "So much wacky stuff can happen in a project that sometimes all you can do is laugh about it and move on," Berghel says. 

No Sweat Though you might be tempted to draft the guy who used to keep 15 plates spinning simultaneously on The Ed Sullivan Show, he's the one who will perpetuate a project-crisis mentality. Instead, check out the guy kicking back with a cup of coffee and his feet on the desk. "Look for a person who's like a duck," says Nancy Johnson. "On the surface of the water, it's very placid. Underneath, they're paddling like hell." 

"The really great project managers look like they're not doing anything," Rothman agrees. "They do some stuff that doesn't look like work to other people: They actually think." 

From http://www.michaelgreer.com/screw_up.htmaccessed February 3, 2006 
Ten Guaranteed Ways to Screw Up Any Project

By Michael Greer
· Don’t bother prioritizing your organization's overall project load. After all, if there’s a free-for-all approach to your overall program management (i.e., “survival of the fittest”), then the projects that survive will be those that were destined to survive. In the meantime, senior management need not trouble themselves aligning projects with strategic goals or facing the logical imperative that people simply cannot have 12 number one priorities! 

· Encourage sponsors and key stakeholders to take a passive role on the project team. Let them assert their authority to reject deliverables at random, without participating in defining project outcomes in a high-resolution fashion. And above all, don’t bother project sponsors when their constituents (such as key SMEs and reviewers) drop the ball and miss their deadlines. 

· Set up ongoing committees focusing on management process (such as TQM groups, etc.) and make project team members participate in frequent meetings and write lots of reports… preferably when critical project deadlines are coming due. 

· Interrupt team members relentlessly … preferably during their time off. Find all sorts of trivial issues that "need to be addressed," then keep their beepers and cell phones ringing and bury them in emails to keep them off balance. 

· Create a culture in which project managers are expected to “roll over” and take it when substantive new deliverables are added halfway through the project. (After all, only a tradesperson like a plumber or electrician would demand more money or more time for additional services; our people are “professionals” and should be prepared to be “flexible.”) 

· Half way through the project, when most of the deliverables have begun to take shape, add a whole bunch of previously unnamed stakeholders and ask them for their opinions about the project and its deliverables. 

· Encourage the sponsor to approve deliverables informally (with nods, smiles, and verbal praise); never force sponsors to stand behind their approvals with a formal sign-off. (In other words, give ‘em plenty of room to weasel out of agreements!) 

· Make sure project managers have lots of responsibilities and deadlines, but no authority whatsoever to acquire or remove people from the project; to get enough money, materials, or facilities; or insist on timely participation of SMEs and key reviewers. 

· Describe project deliverables in the vaguest possible terms so sponsors and reviewers have plenty of leeway to reinvent the project outputs repeatedly as the project unfolds. 

· Get projects up and running as quickly as possible – don’t worry about documenting agreements in a formal project charter, clearly describing team roles/responsibilities, or doing a thorough work breakdown analysis. After all, we know what we’re doing and we trust each other. So let’s get to it without a pesky audit trail! 

March


2 staff hired





April


Move into office space





May-Notice to community delivered





June 8- Community Open House
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