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Project Management Check Card

Iterative

development

• The goal of ramp-up phase:

- Preparing for the project

- Fostering the ownership of the project team

• Acquiring and evaluation of project inputs

• Initial project planning

• Project organization ramp-up

• Kickoff workshops to agree on the ground rules
together with all relevant parties, e.g.:

- team members

- interfacing projects/functions

- partners/subcontractors

- project management team(s)

- project Steering Group

- customers, users (in customer projects)

• Setting up the project infrastructure

• Project review at the end of ramp-up phase

- Is the project mature to be started with fixed
schedule/goal?

Project staffing

• Staff members are human beings, not resources!

Project Management in a Nutshell Project PlanProject Ramp-up

• Evaluate the staff's capabilities, willingness and
possibility to work in the project

• Remember team building and maintenance plan

Steering Group

Project Leader

Team Leaders

Team Members/
Partners/Subcontractors

1. Purpose of the document
2. Task description
2.1 Background
2.2 Project’s goal(s)
2.3 Project’s tasks
2.4 Project’s limits
2.5 Prerequisites/assumptions
2.6 Customer’s responsibilities
3. Project partitioning
3.1 Project milestones
3.2 Development strategy
3.3 Release Plan
4. Project organization, staffing and contact

persons
5. External interfaces
6. Partnering/subcontracting
7. Freezing and change procedure
8. Documentation plan
9. Processes, work practices, tools
10. Risk management plan
11. Training/coaching/consulting plan
12. Project management practices
13. Collaboration and communication plan

Appendices
1. Main schedule (main milestones/phases)
2. Release Plan
3. List of documents
4. People (project staff and contact persons)
5. List of risks
6. Project budget
7. Definitions, abbreviations, acronyms
8. References
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Project Management Check Card

Project Planning

• Prioritize requirements. Do not include/accept
too many requirements in proportion to
available time and staff

• Start project planning with risk analysis

• Use incremental/iterative development model

Project Execution Project Wrap-Up

Project wrap-up tasks

• Finalizing and "packaging" of project's
outcomes

• Planning of post-project follow-up

• Project cost calculation

• Processing lessons learned together with
team members and interfacing parties

• Project postmortem and Project Final report

- Project's progress and major events

- Project evaluation:

- Did the project achieve its goal? If not,
why?

- What went well in the project and why?

- What did not go well and why?

- What do we learn from this project: what
will we do in a different way and what
do we do in the same way in future
projects?

- Project metrics

- Developed tools, reusable artifacts, etc.

- Suggestion for further measures

• Project closing review

• Rewarding and celebration

Last meeting of Steering Group

• Deciding on the schedule and responsibility
of uncompleted tasks

• Approval of project outcome

• Discharge the project team from liability

• Shift of responsibility

• Processing of Project Final Report

• Formal closing of the project

Plan
continuously

Tackle deviations
immediately

Keep meetings
effective and efficient

Wander
among your people

- Use timeboxed iterations

- Plan internal releases so that at a late stage of
the project/iteration there is always in reserve
a release which is good enough to be delivered
although not complete in functionality

• Effort estimation and schedule planning:

- Involve team members in the estimation process

- Take also "non-production" work into account

- Take team members' project external workload
into account in the schedules

- Do not be overly optimistic with your estimates!

- If the planned schedule is too long, reduce
quantity, not quality

- Use ranges when estimates are very uncertain

- State whether you made a guesstimate, an
estimate or a promise

• Define responsibilities clearly

• Define powers and rights, too

• Tailor the work practices to suit the project

• Make a collaboration plan

- Identify all parties you need to collaborate with
and agree the ways of collaboration with them

- Beware of pitfalls of communications means (e.g.
email, intranet, teleconference)

• Prepare partnering/subcontracting carefully

• Define multi-site practices

Beware of
technical debt

Learn from the
project continuously

Report honestly the
forecast of project

future

Agree on/inform
of changes

Steering Group

(Sub)project
Management Team

Project Team
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Release Early,
Release Often

There Ain’t No Such Thing As A Free Change

Actual work in the project

Meetings:

Collaborate and
communicate with all

relevant parties

Moving
target


