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Overview
Communication

SCHEDULE

Purpose and Learning Objectives

Purpose: To provide you with fundamental Project
Management concepts and strategies. In this session, you
will learn:

* How to use a framework of questions to clearly identify the
project scope,

+ Scheduling basics including the rules for effective
scheduling,

* Project cost estimating, a mission critical task for all
project managers, and

« Effective ways to communicate across a team of talented
professionals.

Introduction — Anthony Fasano, PE

= B.S. & M.S. in Civil Engineering

= PE license in NY and NJ

= Found success at a reputable firm at a
very young age

= Attended iPEC - the top ranked
executive coaching school in the world

= Wrote the best-selling book
Engineer Your Own Success and

started providing career coaching and
speaking services to engineers




The Fence Around
Our Project

#1 - Project Scope

Confirming Project Understanding:

The 13 Questions Confirming Project Understanding:

l The 13 Questions

. Acceptance criteria?
. Stakeholders?

. Timeline? Flexibility?
. Interdependencies?

. Budget? Flexibility?

Confirming Project Understanding:
The 13 Questions

| 10. Known obstacles? How to help?
| 11. Risk of NOT doing the project?
12. Constraints?
13. What keeps you (the client,
customer, end user) up at night?




“The secret of getting
ahead is getting
started. The secret of
getting started is
breaking your complex,
overwhelming tasks
into small, manageable
tasks, and then starting
on the first one.”

- Mark Twain
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Galaxies are distributed in long filuments, huge “walls”, and large clusters, which
astronomers call the large-scale structure of the cosmos. This struciure is a iracer of
dark matter, and is a way to understand how the universe has evolved. The ZMASS

Redshift Survey (2MRS) is an ambitious map of the galaxies refatively close to the
Milky Way. Led by astronomers al the Center for Astrophysics | Harvard &
Smithsonian, 2MRS used data collected from the 'two Micron All-Sky Survey (2MASS),
which is an an atlas of the entire sky in infrared light. The completed 2MRS project
resulted in a three-dimensional view of the distriburions of nearby galaxies, providing a
way to understand the structure of the modern universe and distribution of dark matter.
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Poll - Do you have a structured process
that you follow to identify and break down
the scope of work for your project(s)?

M=
0=
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Task List

aka Work Breakdown Structure
(WBS)

"WORK BREAKDOWN
STRUGTURE

PROJECT

Task || Task 2 | Task 3
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Typical Task List Formats
Graphic List
L e 1. Design ]
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—— c. Drawing
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2MASS Redshift Survey

2MASS Redehift Survgy

Galaxies are distributed in long filaments, huge “walls™, and large clusiers, which
astronomers call the large-scale structure of the cosmos. This structure is a tracer of
dark matier, and is a way to understand how the universe has evolved. The 2WASS
Redshift Survey (2MRS) is an ambitious map of the galaxies relatively close to the
Milky Way. Led by astronomers at the Center for Astrophysics | Harvard &
Smithsonion, 2MRS used dara collected from the Two Micron All-Sky Survey (2MASS),
which is an an atles of the entire sky in infrared light. The completed 2MRS project
resulled in a three-dimensional view of the disiributions of nearby galaxies, providing a
way to understand the structure of the modern universe and distribution of dark matter.
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#2 - Project Scheduling
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WEEKLY SCHEDULE

b NOVEMBER 12 - NOVEMBER 18

How to Develop Your Schedule

The Fence Around
Our Project

X
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SCHEDULE ELEMENTS
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_To Develop a Bar (Gantt) Chart...
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GRANTT CHART

Task_|Descriplion Months 1] 2] a] a] 8] &] 7] A S[10[11[12[13[1a[18]18[17] 18|
1]|Development of Mathodolo,
T Warkshop an aser needs
1.2|Drahl of mathodal
1.3 |Evalialan of nehadoag,

Z|Specification of Integrated System
2.1] wanlory of resaurces In salectad re ona

2.2|Re: f dingy Eacilili
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24| mpad analyss of dif erent scenanas

Z5{Pregare Gataled biETEss oars T (1861-1919)

3|Feasibility Studies for each region
[Review existing aractices

[Raview technokigies (siate ofLhe arl)
(St fvily analysis of scenatos
[Rapot on Mosl Sullaals options

41Py t Management and Coordination
Disse mnation of information” Wkshaps
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Rules for € | aas UL
Dynamic | ; ; e/ / /
Scheduling o (e o
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Rule #1—Enter tasks, durations, predecessors, and
PROJECT START DATE
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Rule #3 through oo

There ARE wno other rules

- O

Rule #2—DO NOT ménually enter task start dates or
finish dates!!!!
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Anticipated Project Schedule

Milestone Due Date
Contract Award March 2021
Project Kick-off Meeting April 2021
Open House September 2021
Structure Selection Report & Preliminary Design Set | October 2021
Draft CLOMR (Conditional Letter of Map Revision) January 2022
Final Design Set March 2022
Construction Bid Set May 2022
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Vacation, Holidays, etc.

< s

Things to Consider [
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Team Members

Sufficient Ti

36



https://www.fema.gov/glossary/conditional-letter-map-revision-clomr

Stakeholder’s Milestones

Critical Path Method (CPM)

+ LONGEST Path

SOONEST Completion

Earliest and Latest

Zero or Negative Total Float

If CRITICAL PATH is delayed,

then the project is de!ayéd
el N

DAILY GANTT CHART TEMPLATE

Simple CPM Example

LIEVRL

TN

Finish

Critical Path = 4 days
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Can’t Meet the
Target Date?

1. Fast-track
Re-order tasks

Add resources
(crash)
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#3 - Project Cost Estimating
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A 4
What makes a good cost

estimate?

Software may be helpful

Elements of Cost Estimates

+ Direct costs: THIS project

* Indirect costs: not specific
to a project, firm-wide, not
billable to a project

%

S

T

Guidelines for a Good Cost Estimate

1. Get estimates from those who will actually do
the work!!

“Pessimistic” for cost; “optimistic” for duration
Rely on historical data

Document your assumptions

Ground-truth your estimate

Take another look—and get a sign-off!

NEVER let anyone decrease your proposal
price without your knowledge!

Nookwd
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N - Cost Estimating Pitfalls
Avoiding Cost

Estimating
Pitfalls

-estimates

: . Lack of.definition 7. Single number
. Complex project -~ = Instead of ranges
) Un@ﬂ]aﬁg staff.. 8. Cinderella’s sisters

.~Not considering risks.

Points to Consider 1.Have we done...

2.Have we worked...
. 3.Has asked the client
about the budget...
4. Are there any
unallowable costs?
5. Team members
6. Pricing type
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Taming the Meeting Beast A’j;\g
i

Project Communications
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Effective Meetings...

| &
1. Achieve the meeting’s objective...
2. In a minimum amount of time...
3. And leaving participants feeling they’ve accomplished something.

“Time is money”...but

«If | steal your

’_‘ money, it's possible

to repay you.

«If | steal your time,
4 I've taken

something that |
can never replace.
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Eamale Meeting Agenda
Meeting Process i
Lonzalu
St o Taat
P . .
Z =
1. Plan 2. Start 3. Conduct 4. Close 5. Follow Up : H w
+ Purpose * Checkin + 1litemata <+ Summarize + Document e nibee BB
+ Participants * Review time decisions (minutes)
* Methods agenda + Stayon « Review ASAP
+ Time- + Ground time action « File notes, Piannnd utcemais)
indexed rules « Focus items etc.
agenda « Parking lot .« Clear « Do action
parking lot items ;o Awnisbens Tim Person Rusparmibie
- Agenda for 5
next mtg 5
« Set next v
mtg :
* +/A Peraun Respomibke
< Thank 3
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; A Example Kick-off Meeting Agenda
Suggested Kick-Off Agenda Topics -
vou caunot o
1 matan]
alee Prajct o
Project Project Project e —
Scope Budget Deliverables .
= -
Pr . + AGENDS IToas
Team Oroscc?)ise “lzrojte.Ct Topic = Bravrtor Thre atemd
eeting
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(©) changes schedule
——
Pro ect Project =
) 1 ) \ -‘-eam
technical contract ‘ vt
issues issues sens
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epS————
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Login5
minutes early

62

Handle introductions to ,
avoid confusion Don’t

while i

Zoom Fatigue
(Stanford Virtual Human Interaction Lab February 2021)

« Too close for
comfort

* Hate watching
ourselves

« Trapped in a chair

» Can't see body
language

65 66
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Technology for Tasks
* SmartSheet
*Loom
. . . . * Miro
Keeping Projects Moving Forward in
Our Virtual Reality
67 68
Loom Attach docs Next 2 wks
(for those who hate long emails) oo Share
Update progress
e o 165 s Camane CEC °
Send a Video, Not a = e e o 2 _\.': 4
Thousand Words. e A
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Miro.com Online Whiteboard

00:12 -

=assECOO0 Y
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Leverage Technology to Bridge the
Distance
O Lots of ideas at
VirtualTeamintelligence.com

= Virtual Team Initiation
Meeting

= Effective Communication
Tips for Virtual Teams

= Virtual Team Building
Games

OMindTools.com

QThe Big Book of Virtual Team
Building Games
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