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“Nothing is less 

productive than to 

make more efficient 

what should not be 

done at all.” 

Peter Drucker
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Overview
Communication
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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.
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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
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#1 - Project Scope
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Scope:  
The Fence Around 

Our Project
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1. Why?

2. Final deliverable

3. In scope?  Out of scope?

4. Interim deliverables? Approvals?

Confirming Project Understanding:
The 13 Questions
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Confirming Project Understanding:
The 13 Questions

5. Acceptance criteria?

6. Stakeholders? 

7. Timeline?  Flexibility?

8. Interdependencies?

9. Budget?  Flexibility?
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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?
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Overwhelmed?  
Break It Down!
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“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

13

Task List
aka Work Breakdown Structure 
(WBS)
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Typical Task List Formats

Deck

Design

Magazines

Neighbors

Drawing

List

Buy Build

Posts

Dig

Insert

Pour

Deck

Cut

Nail

Deck

1. Design
a. Magazines

b. Neighbors
c. Drawing
d. List

2. Buy
3. Build

a. Posts
i. Dig

ii. Insert
iii. Pour

b. Deck
i. Cut
ii. Nail

ListGraphic
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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)?
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Scope:  
The Fence Around 

Our Project
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#2 - Project Scheduling
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SCHEDULE ELEMENTS
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How to Develop Your Schedule
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To Develop a Bar (Gantt) Chart…

24
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Henry Gantt 
(1861–1919)
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Rules for 
Dynamic 

Scheduling
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Rule #1—Enter tasks, durations, predecessors, and 
PROJECT START DATE
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Rule #2—DO NOT manually enter task start dates or 
finish dates!!!!
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Rule #3 through ∞:  
There ARE no other rules!
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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

Anticipated Project Schedule

31

Things to Consider

32

Other Projects

33

Team Members

34

Vacation, Holidays, etc.

35

Sufficient Time

36

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


7

Stakeholder’s Milestones
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What did I forget?

38

39

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 delayed
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Simple CPM Example

Start Finish

1 day 2 days

1 day

2 days 1 day

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

1. Fast-track

2. Re-order tasks

3. Add resources 

(crash)

43

Software may be helpful
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#3 - Project Cost Estimating
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Elements of Cost Estimates 

• Labor

• Materials

• Subcontractors

• Equipment

• Software

• Hardware

• Facilities

• Contingency  

• Direct costs:  THIS project

• Indirect costs:  not specific 

to a project, firm-wide, not 

billable to a project
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What makes a good cost 
estimate?
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Guidelines for a Good Cost Estimate

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

2. “Pessimistic” for cost; “optimistic” for duration

3. Rely on historical data

4. Document your assumptions

5. Ground-truth your estimate

6. Take another look—and get a sign-off!

7. NEVER let anyone decrease your proposal 
price without your knowledge!

48
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Avoiding Cost 

Estimating 
Pitfalls
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Cost Estimating Pitfalls

1. Inexperience

2. Lack of definition

3. Complex project

4. Unavailable staff

5. Not considering risks

6. Hasty estimates

7. Single number 
instead of ranges

8. Cinderella’s sisters

50

Points to Consider

51

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

52

Project Communications

53

Taming the Meeting Beast

54
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“Time is money”…but

• If I steal your 
money, it’s possible 

to repay you.

• If I steal your time, 
I’ve taken 

something that I 

can never replace.
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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.
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Meeting Process 

Before During After

1. Plan 2. Start 3. Conduct 4. Close 5. Follow Up

• Purpose
• Participants
• Methods
• Time-

indexed 

agenda

• Check in
• Review 

agenda
• Ground 

rules

• Parking lot

• 1 item at a 
time

• Stay on 
time

• Focus

• Summarize 
decisions

• Review 
action 

items

• Clear 

parking lot

• Agenda for 
next mtg

• Set next 
mtg

• + / Δ

• Thank 

• Document
(minutes) 
ASAP

• File notes, 
etc.

• Do action
items
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Suggested Kick-Off Agenda Topics

Project 

Scope

Project 

Budget

Project 

Deliverables

Team 

contact(s)

Process 

for scope 
changes

Project 

Meeting 
schedule

Project 

technical 
issues

Project 

contract 
issues

Team 

sensitivities
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For Virtual Meetings:
All of the Above + These!

61

Log in 5 
minutes early

62

Handle introductions to 
avoid confusion

63

Don’t multitask 
while in the meeting
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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
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Keeping Projects Moving Forward in 
Our Virtual Reality

67

Technology for Tasks 

• SmartSheet 

• Loom

• Miro

68

Loom
(for those who hate long emails)
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Next 2 wks

Update progress

Attach docs

Use Share
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Miro.com Online Whiteboard
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Remote Teams:

• Can’t socialize
• Can’t get to know each other
• New employees??

Result?

• Isolation
• Loneliness
• Reduced productivity

72
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Leverage Technology to Bridge the 
Distance

q Lots of ideas at 

VirtualTeamIntelligence.com

§ Virtual Team Initiation 
Meeting

§ Effective Communication 
Tips for Virtual Teams

§ Virtual Team Building 
Games

qMindTools.com

qThe Big Book of Virtual Team 

Building Games
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Overview
Communication

74

Questions

75


