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Three Project Management 
Templates

Status report templateStatus report template
Action items spreadsheet template
RSS buffer calculation template



General Project ManagementGeneral Project Management

What you say you will do?
When you say you will accomplish 
this?
Did you do what you said, when 
you said you would?y y



The What and WhenThe What and When

Front End Planning
Task List with dates
Gannt Chart
Excel Spreadsheet with dates



What’s Happening?What s Happening?

Status Reports – Non-Real 
Time Information from and toTime Information from and to 
others

Status Meetings – Real Time 
Information from and to othersInformation from and to others



Status Report TemplateStatus Report Template

Were developed from start of 
my careermy career 

What should they contain?



Action Items TemplateAction Items Template

Used for Status Meetings

Were developed over time with 
use and observation



Action Items TemplateAction Items Template

Focus of Status Meeting Agenda

Completed quickly at end of 
meeting

Show Priorities, What, Who and 
WhenWhen



Project Buffer TemplateProject Buffer Template

Scheduling and Schedule Slips

Why Project Buffers 

How they work?How they work?



Managing Quality IssuesManaging Quality Issues

Failure AnalysisFailure Analysis
Basic data collection

Root cause & corrective action

Document

Root cause & corrective action
8 Discipline approach

U f l it
Document

Useful resource site  
DOE, FMEA, Lean/Six Sigma, SPC
F & ll t i iFree resources & sell training

www.qualitytrainingportal.com
Document



Resources for Managing ProjectsResources for Managing Projects

ProjectConnections comProjectConnections.com
Extensive collection of project management

Templates
White papers
Case studies
Articles & newsletter

Subscription site
Basic membership is free

Bi-weekly newslettery
~20% of templates

Premium membership $15/mo
15 day free trialy



Projectconnections.com





ProjectConnections comProjectConnections.com

Introduction pageIntroduction page 
for each template

What it isWhat it is
Why its useful
How-to use it



ProjectConnections comProjectConnections.com

Issue ResolutionIssue Resolution
Reporting on 
progress and 
statusstatus 
“One pager” per 
issue

PowerPoint slidePowerPoint slide
Text report

Summary status for 
all issuesall issues

Document



Mind Tools

www.mindtools.com Career skills subscription website



Paired Comparison TemplatePaired Comparison Template
Use to rank alternatives
E lExample:  

Which to invest in:
Overseas markets
Home market
Customer Service
Quality

Assign ID to each optionAssign ID to each option
Compare Pairs
Numerical importance

0 diff0 = no difference
3 = major difference

Sum score for each



Gantthead com for IT projectsGantthead.com for IT projects

IT projects orientedIT projects oriented
Free basic subscription 

Blogs, articles, Wiki
Premium subscription - $149/yearp $ y

Templates, project plans, presentations



Resources for the Modern ManagerResources for the Modern Manager

Angotti Product Development Project Connections - PM toolsg p
www.angotti.com

Paper describing the Action 
Items List

http://www.angotti.com/docs/Team%20Action%20

j
www.projectconnections.com

Mind Tools - career development
www.mindtools.com

Quality traininghttp://www.angotti.com/docs/Team%20Action%20
Item%20List.pdf
RSS Project Cost & Budget Calculator

http://angotti.com/techresources_paper.html

Quality training
www.qualitytrainingportal.com

IT Project Management
www.gantthead.com

Effective Management TrainingPresentation will be posted on 
IEEE TMC Website

http://www.ieee-scv-ems.org
click on Monthly Meetings.

Effective Management Training 
seminars

www.ieee-scv-ems.org/seminars/seminars.htm

Contact: Larry Reeves

Contact: Carl Angotti
carl@angotti.com

Contact: Larry Reeves
lreeves@ieee.org



 <Your Company> 

<Your Company>  <Street address>   <City, State, zip> 

Failure Analysis Report 
Case No:     RMA no:   Date:  
 
Customer: 
System Model:   System S/N:        
 
Failed Part Information 
Part Description:   P/N:    S/N: 
 
 
Customer Complaint/Comment 
 
 
 
 
Initial Evaluation 
 
 
 
 
Analysis 
 
 
 
 
Corrective Action 
 
 
 
 
Conclusion 
 
 
 
 
Report Prepared By:   
Title:   



   

CORRECTIVE/PREVENTATIVE ACTION REPORT 

 

 
Initiator:    Issue Location: Part, Procedure or 

Process: 
Description: 

CA/PA #: Start Date: Purge/Ship Hold (if req’d): 
 

1. Team Internal Members External Members 
   
   
   
   
2. Problem Description Date: 
 

3. Root Cause Analysis Date: 
 

4.  Containment Plan Date: 
 

5.  Corrective Action Plan Date: 
 

6.  Preventative Action Plan Date: 
 

7.  Effectiveness Verification Plan Date: 
 

8.  Closure Date: 
 
 
 



 



The Internet’s Most 
Visited Career Skills Resource 

 
Paired Comparison Worksheet 
• For information on paired comparisons, visit www.mindtools.com/rs/pairedcomparisonanalysis. 
• For other decision-making tools, visit http://www.mindtools.com/rs/DecisionMaking. 
• For business leadership skills visit http://www.mindtools.com/rpages/HowtoLead.htm. 
 

Option A: B: C: D: E: F: G: H 
A:         
B:         
C:         
D:         
E:         
F:         
G:         
H:         

 
 

 

Option Total Rank 
A:   
B:   
C:   
D:   
E:   
F:   
G:   
H:

To learn more skills like this every two weeks, subscribe to the free 
Mind Tools newsletter: http://www.mindtools.com/subscribe.htm. 

 
© Copyright Mind Tools Ltd, 2006. Please feel free to copy this sheet 

for your own use and to share with friends, co-workers or team 
members, just as long as you do not change it in any way. 

 

   
 

 

http://www.mindtools.com/rs/pairedcomparisonanalysis
http://www.mindtools.com/rs/DecisionMaking
http://www.mindtools.com/rpages/HowtoLead.htm
http://www.mindtools.com/subscribe.htm
http://www.mindtools.com/

