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PREFACE

OUR APPROACH

We’ll start digging from this side of the mountain.You and your gang start dig-
ging from the other side. When we meet in the middle, we will have made a
tunnel. And if we don’t meet, we will have made two tunnels!

Project management is more than merely parceling out work assign-
ments to individuals and hoping that they will somehow accomplish a
desired result. In fact, projects that could have been successful often
fail because of such take-it-for-granted approaches. Individuals need
hard information and real skills to work successfully in a project
environment and to accomplish project objectives. Effective Project
Management was written to equip its users with both—by explaining
concepts and techniques and by using numerous examples to show
how they can be skillfully applied.

Although the focus of the book is squarely on the practical things
readers absolutely need to know to thrive in project environments, the
book does not forsake objective learning; it simply challenges readers
to think critically about project management principles and to apply
them within the context of the real world. We capture lessons learned
from years of managing projects, teaching project management, and
writing extensively about it.

Effective Project Management is intended for students as well as for
working professionals and volunteers. The book is designed to present
the essential skills readers need to make eftective contributions and to
have an immediate impact on the accomplishment of projects in
which they are involved. Thus, it supports business and industry’s
lifelong learning programs, which develop and train employees to
succeed on interdisciplinary and cross-functional teams, and it sends
students into the workforce with marketable skills.
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Effective Project Management is written for everyone involved in
projects, not just project managers. Projects with good or even great
project managers still may not succeed, as the best efforts of all in-
volved are essential. All the people on the project team must have the
knowledge and skills to work effectively together in a project envi-
ronment. People do not become project managers by reading books;
they become project managers by first being effective project team
members. This book provides the foundation individuals need to be
effective members of project teams and thereby boosts everyone’s po-
tential to rise to the challenge of managing teams and projects.

The book is written in an easy-to-understand, straightforward
style with a minimum number of technical terms. Readers acquire
project management terminology gradually as they read the text. The
text does not use complex mathematical theories or algorithms to de-
scribe scheduling techniques, nor does it include highly technical
projects as examples. An overtly technical approach can create a bar-
rier to learning for individuals who lack deep understanding of ad-
vanced mathematics or technical backgrounds. Our book includes a
broad range of easily understood examples based on projects encoun-
tered in everyday situations. For example, real-world applications in-
clude conducting a market survey, building an information system, and
organizing a town festival. The mathematics is purposely kept simple.
Separate appendixes are provided for those readers who want more in-
depth coverage of probability considerations and time—cost trade-offs.

DISTINCTIVE FEATURES

Effective Project Management has many distinctive features to enhance
learning and build skills.

Real-World Vignettes Each chapter contains two real-world vi-
gnettes that illustrate the topics in the chapter. These vignettes not
only reinforce chapter concepts, but also draw readers into the discus-
sion and pique their interest in applications of project management.

Chapter Outlines Each chapter opens with an outline of the key
topics that will be covered. These outlines clarify expectations and
allow readers to see the flow of information at a glance.

Examples and Applications R eal-world examples and applications
are diffused throughout this text, ensuring that specific, relevant, and
compelling illustrations are never far from view.

Graphics and Figures Numerous exhibits appear in the text to il-
lustrate important points and project management tools.

Reinforce Your Learning Questions Brief questions appear along-
side the text to ensure that readers retain key concepts and that the
fundamentals are not ignored. These in-the-margin questions *“pop
up” throughout the text to provide positive reinforcement and serve
as an in-text study guide.

Critical Success Factors Each chapter contains a concise list of the
important factors that project managers and team members need to
know in order to help make their projects a success.
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Chapter Summaries At the end of each chapter is a concise sum-
mary of the material presented in the chapter—a final distillation of
core concepts.

Review Questions and Problems Each chapter has a set of ques-
tions and problems that first test and then apply chapter concepts.

World Wide Web Exercises Each chapter has a set of exercises that
ask readers to search Web sites for information on various project
management topics. These exercises invite learners to explore real
world applications of project management in an on-line, hands-on
manner. An end-of-book appendix provides Web addresses of all the
project management sites mentioned in this text.

Case Studies End-of-chapter case studies provide critical-thinking
scenarios for either individual or group analysis.Variety in case format
ensures that all learners can relate to the problems presented. The cases
are fun and are intended to spark interesting debates. By fostering dis-
cussion of various viewpoints, the cases provide opportunities for par-
ticipants to expand their thinking about how to operate successfully
when differing views arise in the work environment. Thus students
gain valuable insight into what teamwork is all about.

Project Management Software An appendix discusses the use of
personal computer-based project management software as a tool in
the planning and control of projects. Common features of project
management software packages are discussed, along with selection
criteria.

Microsoft Project New examples of how to use and apply Mi-
crosoft Project are included in Part 2 of this book. A plethora of screen
displays, inputs, and reports are included.

Project Management Organizations A list of project management
organizations worldwide is provided in an appendix for those individ-
uals who want to contact these organizations about professional
development, access to periodicals and other publications, or career
opportunities.

Effective Project Management is divided into three parts:

* Part 1, The Life of a Project, covers project management concepts,
needs identification, proposed solutions, and implementing the
project.

* Part 2, Project Planning and Control, covers planning, scheduling,
schedule control, resource considerations, and cost planning and
performance.

* Part 3, People: The Key to Project Success, discusses the project
manager, the project team, types of project organizations, and proj-
ect communication and documentation.

Part 1 consists of four chapters. Chapter 1, Project Management
Concepts, covers the definition of a project and its attributes, the key



vi

Preface

constraints within which a project must be managed, how a project is
“born,” the life of a project, the steps in the project management
process, examples of projects, and the benefits of project management.
Chapter 2, Needs Identification, includes identifying needs and select-
ing projects, developing a request for proposal, and the proposal solic-
itation process. Chapter 3, Proposed Solutions, deals with proposal
marketing strategies, the bid/no-bid decision, development of win-
ning proposals, the proposal preparation process, pricing considera-
tions, evaluation of proposals, and types of contracts. Chapter 4, The
Project, discusses the elements involved in establishing a project plan,
managing risk, the steps in the project control process, and actions that .
should be taken when a project is terminated.

Part 2 contains five chapters. Chapter 5, Planning, discusses clearly
defining the project objective, developing a work breakdown struc-
ture, assigning responsibilities and defining detailed activities, develop-
ing a network diagram, and utilizing the systems development life
cycle for information system development projects. Chapter 6, Sched-
uling, covers estimating activity durations, calculating earliest and
latest start and finish times for each activity, determining slack, and
identifying the critical path of activities. This chapter also includes a
special appendix on probability considerations. Chapter 7, Schedule
Control, deals with the steps in the project control process, the effects
of actual schedule performance on the project schedule, incorporating
project changes into the schedule, calculating an updated project
schedule, and approaches to controlling the project schedule. This
chapter also includes a special appendix on the time—cost trade-off.
Chapter 8, Resource Considerations, includes taking resource con-
straints into account when developing a project plan, determining the
planned resource utilization for a project, leveling the use of resources
within the required time frame for a project, and determining the
shortest project schedule when the number of available resources is
limited. Chapter 9, Cost Planning and Performance, covers items to be
considered when estimating the project cost, preparation of a baseline
budget, cumulating actual costs, determining the earned value of work
actually performed, analyzing cost performance, calculating a forecast
for the project cost at completion, approaches to controlling costs, and
managing cash flow.

Part 3 includes four chapters. Chapter 10, The Project Manager,
discusses the responsibilities of the project manager, the skills needed
to manage projects successfully and ways to develop those skills, ap-
proaches to effective delegation, and how the project manager can
manage and control changes to the project. Chapter 11, The Project
Team, covers the development and growth of teams, characteristics of
effective project teams and barriers to effectiveness, team building,
ethical issues, sources of conflict during the project and approaches to
handling conflict, problem solving, and effective time management.
Chapter 12, Project Communication and Documentation, includes
personal communications, effective listening, types of project meet-
ings and suggestions for productive meetings, formal project presenta-
tions and suggestions for effective presentations, project reports and
suggestions for preparing useful reports, and project documentation
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and keeping track of changes. Chapter 13, Types of Project Organiza-
tions, deals with the characteristics, advantages, and disadvantages of
the functional, project, and matrix organization structures.

The book includes a special appendix devoted to project manage-
ment software, which discusses the common features of project man-
agement software packages, criteria for selecting a software package,
and advantages of and concerns about using project management soft-
ware. Other appendixes provide a list of project management organi-
zations, project management Web sites, and project management
acronyms. Finally, the book includes references for each chapter, an-
swers to the Reinforce Your Learning questions, and a glossary.

SUPPORT MATERIALS

A comprehensive set of support materials is available for Effective Project
Management online at http://aise.swlearning.com. These materials are

designed to guide the instructor and to minimize class preparation
time.

These materials include:

* asample syllabus

* a set of learning objectives for each chapter

* suggested teaching methods for each chapter

* lecture outlines for each chapter

+ answers to the end-of-chapter questions

+ a comprehensive test bank of true/false, multiple-choice, and
problem-solving exercises for each chapter

* PowerPoint slides for each chapter
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THE LIFE OF A PROJECT

CHAPTERS
T Project Management | 2 Needs Identification | 3 Proposed Solutions | 4 The Project
Concepts

Provides an overview of Discusses identifying Explains the development | Discusses the implementa-

project management needs and soliciting of proposals for address- | tion of the proposed solu-

concepts, the project life | proposals, the first phase | ing a need or solving a tion, the third phase of the

cycle, and the steps in the . | of the project life cycle. problem, the second phase | project life cycle, including

project management of the project life cycle. whatis involved in planning

process. and controlling the project.
Italso covers what should be
done in the termination
phase of the project life
cycle.

The chapters in Part 1 introduce the concepts of project management and the project life cycle. A
project is an endeavor to accomplish a specific objective through a unique set of interrelated tasks and
the effective utilization of resources. It has a well-defined objective stated in terms of scope, sched-
ule, and cost. Projects are “born” when a need is identified by the customer—the people or the
organization willing to provide funds to have the need satisfied.

The first phase of the project life cycle involves the identification of a need, problem, or oppor-
tunity and can result in the customer’ requesting proposals from individuals, a project team, or orga-
nizations (contractors) to address the identified need or solve the problem. The second phase of the
project life cycle is the development of a proposed solution to the need or problem. This phase re-
sults in the submission of a proposal to the customer by one or more individuals or organizations. The
third phase of the project life cycle is the implementation of the proposed solution. This phase, which
is referred to as performing the project, results in accomplishment of the project objective, leaving the
customer satisfied that the full scope of work was completed in a quality manner, within budget, and
on time. The final phase of the project life cycle is terminating the project.

Project management involves the process of first establishing a plan and then implementing that
plan to accomplish the project objective. Taking the time to develop a well-thought-out plan is crit-
ical to the successful accomplishment of any project. Once the project starts, the project management
process involves monitoring progress to ensure that everything is going according to plan.The key to
effective project control is measuring actual progress and comparing it to planned progress on a
timely and regular basis and taking corrective action immediately, if necessary.

The ultimate benefit of implementing project management techniques is having a satisfied customer—
whether you are the customer of your own project or a business (contractor) being paid by a customer to
perform a project. Completing the full scope of work of the project in a quality manner, on time, and
within budget provides a great feeling of satisfaction. When projects are successful, everybody wins!
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