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Three Project Management
Templates

» Status report template
» Action items spreadsheet template
« RSS buffer calculation template

4 IEEE



General 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?
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The What and When

Front End Planning

Task List with dates

Gannt Chart

Excel Spreadsheet with dates
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What's Happening?

» Status Reports — Non-Real
Time Information from and to
others

o Status Meetings — Real Time
Information from and to others
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Status Report Template

« Were developed from start of
my career

« What should they contain?
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Action ltems Template

» Used for Status Meetings

« Were developed over time with
use and observation
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Action ltems Template

« Focus of Status Meeting Agenda

« Completed quickly at end of
meeting

o Show Priorities, What, Who and
When
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Project Buffer Template

» Scheduling and Schedule Slips
« Why Project Buffers

« How they work?
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Managing Quality Issues

. Failure Analysis Ei

Basic data collection

o ROOt cause & corrective action
8 Discipline approach [j

o Useful resource site
DOE, FMEA, Lean/Six Sigma, SPC
Free resources & sell training [j

www.qualitytrainingportal.com
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Resources for Managing Projects

o ProjectConnections.com

o Extensive collection of project management
o Templates
o White papers
« Case studies
o Articles & newsletter

o Subscription site

o Basic membership is free
. Bi-weekly newsletter
o ~20% of templates

o Premium membership $15/mo
o 15 day free trial
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Projectconnections.com

ae6 ProjectConnections - Project management templates and resources

(‘Jv

Latest Headlines 5y AT&T Yahoo!

@ i‘ &8 hitp:/ /www.projectconnections.com/index.htm| B = -"CDE}EHE

Google Dad¥ News¥ Woodworking™ Work™ Finance ¥

ProjectConnections

Welcome, lreeves
You have Member access.
Mot reeves? Log in again

Who We Are

Over 200,000 members
worldwide

Content from real
projects and PMs to:

» Kick-start project
dellverables and
problem solving

» Educate and support project
managers

» Create practical project
methodologles

Maore about us and our
contributers

Halp | My Account

Save time and solve problems with hundreds of templates and ideas

Featured Templates

hese Premium re: & free to re

Agile Technigue: Information Radiator
Give your teams a taste of agile with something really visible: a

status report that no one can miss. They're already on their way
over to interrupt someone and ask, "Where are we?" 50 might
aswell hang the answers on the wall. These prominent
displays communicate quickly, effectively, and easily, no matter
how often the information changes, as long as you keep in mind
the guidelines in this technigue brief. You just need a few office
supplies and the willingness to let everyone to know what's
really going on.

Download the guideling » . »

Project Team Organization and Assignments
Funny how it always seems like it's Somebody Else’s Problem,

isn't it? Make sure everyone else on your cross-functional
project team understands their role as well as everyone else’s.
This checklist will help you arganize and document the relevant
information — including roles, responsibilities, and contact
information — so everyone knows who is doing what and how to
find them. You may even find that people are a little less breezy
aboutwhat they sign up to deliver when it's down on paper for
the world to see.

Download the template » < »

Mew Here?

A  Project Management Templates
Over 200 deliverable examples,
checklists, and guidelines

Template Bundles
Our most popular templates and
guldelines bundled for Immediate

download

. gC,? Project Management Articles
Ideas and advice from expert,
practicing project managers

aﬁ: Resources for PMOs
=* Making It all work: your project

Managers, teols, and processes

Papers and Presentations
More quick-to-digest how-to from
colleagues

Interviews and Case Studies
; Learn how other project managers
saved struggling projects and solved
problems

Corporate Subscriptions and Licensin
provide cost-effective access for everyane In

RSS Feeds

WEDIM SPONSORS

PROJECT ¥ SUMMITL

Philadelphia 28 Apr- 1 May 2008
San Francisco 13 - 16 Oct 2008
Boston 27 - 30 Oct 2008
Chicago 10 - 13 Mov 2008

d
[ o 1. Y VTS d TY N TH Y
R JEwr "v.nu.b_
Toronto 14 - 18 Apr 2008

Montreal 5 - B May 2008
“ancouver 27 - 30 Oct 2008

Looking for
Online PMP*®
Exam Prep?
_Doit
Rita's way!

Updated for the
New Exam

' Hﬁc“ ER SAFE. your Drganlzatlun. =
TESTED DAILY 31-MAR - 13-lesson tutorial 4

C ¥4 »
Done Zotero



AP Project management templates and articles: ProjectConnections Know-How == ]

@ @ {;"' & http: [ fwww. projectcennections.com/knowhow /index. html v | = -"I:IJ'JI.]lE Q) i I@\I'

Latest Headlines 5 AT&T Yahoo! Google Dad¥ NewsY WoodworkingY WorkY Finance ¥

ProjectConnections

Help | My Account

Resource Index to Project Management Know-How

Locate resources by project management subject, skill, or role, and find templates by project phase or subject.

Know-How by Project Management Subject: Come here when you need to quickly see available resources on and off the site in
areas of PM such as project planning, conflict management, portfolic management, managing virtual teams. Full subject list below!

Got a Question? People Management Project Management Activities Technical Work
Drop us an email, or call us "w
tall free: @ |eadership @ Planning and Scope @ Architecture
888-722-5235 nl ) e : _ ,
Zam-6pm Pacific @ Team-building « Scheduling/Estimating @ Designs. Prototyping & Reviews
Monday - Friday " ] 1 .
We'd love to tak to you, @ Conflict & Issue Management @ Tracking and Control @ Testing Technigues
« Risk Management @ Configuration Management
Iﬁ?,f-mgdrrcﬂ':'nzif;ﬁ“nd who @ Communicating @ Financial Analysis & Cost Management « Documentation
writes our content. @ Requirements & Change Management
Site Help
Organizational Resources
@ Implementing Project Management @ |50 9000 and Requlatory @ Knowledge Management
@ Virtual/Distant Teams @ Managing Multiple Projects “ Project Management Tools
@ Metrics @ Product Development Process @ Career Development
a
v
¢ ¥)« »
Done zotero
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ProjectConnections.com

[ ) I n t r O d u Ctl O n p ag e INTRODUCTION:  Issue Resolution Status Report

The guideline and template content starts on the following page.

What This Is

fo r e aC h te I I l I at e Farmat for reporting progress on work to resclve one or more open issues (e.g. project or technical
issues). Contains a bulleted format (that will fit on a PowsrPoint slide) for reporting progress on an
individual issus. Also contains a table format for showing consolidated issuss list with indication of root
. . causes once they're resched.

« What it is S —
Ifit's really an issus, somecns, somewhere, cares about whether the issue is being addressed. It's often
- not enough to just be informed when the issue is resolved and closed, especially if the issue takes a while
. Wh y I tS u S ef u I to get resclved. Silence unfortunately can be tsken as a lack of efiort or progress on an issue. Interim
communication can be very important for keeping people informed, calm, supportive, and confident that
you're taking care of the problem. In situations where the issue cccurred at & customer site, this
information helps sales, markefing, cusicmer support people keep the customers informed as they'ne

- waiting on the resclution. And as issues are resolved and their root causes analyzed, seeing a running
. O W —t O l I S e I t tally of those issues and their reot cawses helps the team see where there could be room for improvement

in testing, design reviews, afc.

How to Use It

1. Start the table format as your summary report. [f you use issus-tracking software, this kind of table
«can likely be created by programming a fisld {or using an existing one) for ‘root cause’ and entering
the cause for each issue.

2. Decide who needs te get interim status of issues, and how often. Think of the ‘customers’ for the
fi—customer support perscnnel, marketing people who hawve to answer questions from customers,
account teams interfacing directly with customers, atc.

3. Decide how to record and distribute the status and create a regular mechanism. Decide
whether to generate a written status to be distributed to people in email, or whether the information
will reside online somewhere andfor presented in weekly team meatings.

4. Create your first status “report” for a set of key issues that you need to report status on. using
the categories and bullets shown on the next page. (In our format, the information is captured in
bullets to make them easily readable and digestible.)

4]

Create a summary list of issues, status, and root causes using the format on the last page.
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ProjectConnections.com

Issue Status: [issue #, title]

« [Product name]

—Prablem

+ [Describe problem here: Symptoms, customer or situation in which it eccured, etc.]

— Strategy

' A 1 e I 4 LD & L = [d ey | i
explam what the team is doing to diagnose the problem and determing a solutlon

=&chedule
+ Task 1
+ Task 2
+ Task 3
+ Task 4
+ Task 5
+ Task &
+ Task 7
v Tagk &

= OwWner

(2.9,
(e.g.
(a.q.
(&0,
(e.q.
&0,
[e.g.
[&.8

design a fix)

prototype the fix)

unit test and inkagrate the prototype)

review results of testing)

approve final fix)

rake avallable to Custemer X — critical need)
test at 5 customers)

review and release final change)

Qe 2m4
e 804
101 2mn4
1072204
111504
1120004
11728004
011505

Issue Resolution

« Reporting on
progress and
status

« “One pager” per
Issue

« PowerPoint slide
o Textreport

o« Summary status for
all issues

Ei

Document
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Mind Tools

(1 Membar Lagin | Join the Mind Taols Cammunity

MINDTOOLS el W

: S
Essential sdils for an axcelent canser _ = =]

Time Management Stress Management Information Skills Communication Skills Memory Improvement
Leadership Skills Problem Solving Decision Making Project Management Practical Creativity

Mot . . Mind Tools
Essential skills for your excellent career!

The Mind Tools Career Management, leadership and career training = right here, right now. Mew Career Skills - twice

Excellence Club gives a menth PLUS Planning
you the training, coaching  Each year, MindTools.com helps to improve and advance the careers of more Workbook Free!

and supportyou needto  than 6,700,000 visitors. Isn't it time you discovered the secrets of their .

make a lasting success of g ocegs? Subscribe to our free
your career. Take our e-newsletter, and get new
FREE tour, and find au skill-builder tools every
what it can do for you! two weeks. Plus get our
Personal Development

Enjoy more than 100 essential skill-builder articles, free of charge, using the
enus above, and subscribe to our popular, free e-newsletier.

| Take our Free tour | » Then boost your career to new heights in our members' area, the Career Plan Workbook worth
Excellence Club. Find out more by taking the Club tour, or browse the US§19.99 free when you
Recent Discussions: featured resources below! subscribe!
Bullied by subordinate "Greaf newsletter. Simple and
nof too long. Greaf aricles.
Turning Passicns into Thank you."
Profits Featured Resources:

Mandi J Luis, Buringfon,
— : R . o o o Ontano, Canada

www.mindtools.com  Career skills subscription website
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Paired Comparison Template

o Use to rank alternatives

« Example:

« Which to invest in:

« Overseas markets

« Home market

o Customer Service

o Quality
o Assign ID to each option
« Compare Pairs

Finally she adds up the A, B, C and D values, and converts each into a ° Numerical impor‘[an ce
percentage of the total. This gives these totals: .
« 0=no difference

Figure 2: Example Paired Comparison Analysis Table (filled in):

AZ C.1 A1

o A= 3(37.5%) ) .

0 E“Euﬁ?} - 3 =major difference
o C=4(50%

$D=0. e Sum score for each
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Gantthead.com for IT projects

departments

my account
helle Larry

* my public profile

= my inbox

= upgrade
* log out

-3 coming events
n Ongoing: The Road
to Agile Webinar

Series
n On-Demand:

Tranefrrm Woar

[Oantthead.com)]

the online community for IT project managers

downloads tools & training

blogs referance

Lights, Camera, Telephone!
ﬂ -by Mike Donoghue
Despite this author's concems, thare are soma evolutionary jumps in

technology that are ettempting to circumvent his diminutive authority
and make video communication a reality. Reach for thet hairbrush, peopla!

Power to the People
’ -by Mike Donoghus
. Are you 8 powear lkeech? There ae 8 number of options out there—and
plenty of upcoming ones on the tech landscape—to feed your nead.
b Hit Hot Buttons in Justification
\ -by Joa Wynne
Mothing mekes executives salivate ke when you hit their hot buttons

with your justificetion. Executives’ top threa drivers of compatitive
advantage should ba your guide.

white papers

y
l.y -

shop
about us

-+ gearch gantthead =NEWe
' content poople GlGs
| [search)
advanced search index

-3 SpoNsors

imtask
CA Clarity PPM

Citrix GoToAssist

P TIE S ) FETE SC Y A  S

o IT projects oriented
o Free basic subscription
- Blogs, articles, Wiki
o Premium subscription - $149/year
- Templates, project plans, presentations
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Resources for the Modern Manager

o Angotti Product Development . Project Connections - PM tools

WWW.angotti.com WWW.projectconnections.com
. Paper describing the Action « Mind Tools - career development
ltems List www.mindtools.com

http://www.angotti.com/docs/Team%20Action%20
Item%?20List.pdf

. RSS Project Cost & Budget Calculator www.qualitytrainingportal.com
http://angotti.com/techresources paper.html ° IT PrOJeCt Management
www.gantthead.com

« Effective Management Training
seminars
WWW.ieee-scv-ems.org/seminars/seminars.htm

o Quality training

o Presentation will be posted on
IEEE TMC Website
http://www.ieee-scv-ems.org
click on Monthly Meetings.

Contact: Larry Reeves

. Ireeves @ieee.or
Contact: Carl Angotti @ g

carl@angotti.com
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<Your Company>

Failure Analysis Report

Case No: RMA no:
Customer:
System Model: System S/N:

Failed Part Information
Part Description: P/N:

Date:

S/N:

Customer Complaint/Comment

Initial Evaluation

Analysis

Corrective Action

Conclusion

Report Prepared By:
Title:

<Your Company> <Street address>

<City, State, zip>




CORRECTIVE/PREVENTATIVE ACTION REPORT

Initiator: Issue Location: Part, Procedure or Description:
Process:

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:
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. Ll SUPPORT STORE ABOUT/CONTACT

Questions?
800-8710-8326 or 802-496-5888

Our Other Sites

Home Products Prices/Purchase Our Other Sites Contact/About Us

Good Morning!
It's April 2, 2008

QualityTrainingPortal

Resource Engineering, Inc.

QualityTraining Portal E-News
Rasource Centars

I R . S
aning Exparimeants

COURSES AVAILABLE

{  FREE! TryUsOut
{ About Our Courses |
{ Delivery Formats )
{ WBTI/CET Pricing
{ Books/Reference Guides )
[ Consulting )]
(1] Customer Area )]
{ Requestinformation )

Subscribe to B
Our Newsletter

(" SafeSubscribe

Wish you could start
your training RIGHT NOW
but you don't have an
account?

No problem! Purchase
tralning through our store
now and get Instant
access 24/7/365.

Buy Training/Books Now W |

Quality and F L.Eca ma Champion

On-Line Leaming

55 Resource Cantar

QualityTrainingPortal _nffers CRY | . Manufactusing
courses to support quality and pre 5P
initiatives. Since 1996 when we [FYey
Workout, quality professionals frcf o
small manufacturers have looked Problem-Sobving
QualityTrainingPortal for compreh iaET e sty e e
service, and an ever-growing product line.

For a free online Sample Lesson of any of our courses, click
here.

New! Training Libraries - Save Money, Eliminate Hassles

Mot sure of what combination of training courses you or your
organization needs? Let us help you with our Training Libraries.

These preconfigured groups of courses will not only make course

selection easy, but they will also save you lots of money -

whether you are looking for personal training, company training,

or books!

Lots of Options to Fit Your Needs

Whether you are a Fortune 500 Corporation looking to run our
courses on vour LMS, a manufacturing company with hundreds

http:/ feww.qualitytrainingportal. comfresources findas hitm

FP.FL

P Statistical Techniques
P Process Improvement
P Lean Manufacturing
B Six Sigma

B Measuring/Metrology
P Service Industry

P Management

| S
P Future Courses

P Spanish Courses

= Multi-Course Libraries

= Delivery Formals




' T The Internet’s Most |
‘MINDT()OLS Visited Career Skills Resource

for an excellent career

Paired Comparison Worksheet
informa n paired comparisons, visit www.mindtools.com/rs/pairedcomparisonanalysis.

h d n-ma k ng to I h tp://www.mindtools.com/rs/DecisionMaking.
. F b I d rship skills th p://www.mindtools.com/rpages/HowtoLead.htm.
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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.
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http://www.mindtools.com/rs/pairedcomparisonanalysis
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