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leveraging generational strengths in use of, 

507
LinkedIn in, 497, 497, 499, 510–511, 

514–515
management buy-in for use of, 519–520
marketing and advertising in, 496–497
MySpace in, 498
news sources and, 494–495
online games as, 518

pluses and minuses of use of, 512–513, 
513, 519

privacy and security in, 507–512
pros and cons of, 489–490
social networking use of, 491–492
Twitter in, 497, 497, 499–500, 515
uses for, 490, 491

wikis as, 492–493, 516–517
YouTube in, 497, 497, 500–501, 515–516

social networking, 491–492, 491
Social Style Model, 570
Software Engineering Institute (SEI), 53–54, 

158
software projects, 93–97, 94–96 

network and system architecture and design 
document in, 220–221

software system architecture and design 
document in, 221–222

software system architecture and design 
document, 44, 221–222

solutions, 79–80
documenting, 128–129
project charter and, 128–129

solutions, 128–129
source control, 186
SOX. See Sarbanes-Oxley Act
speaking skills, 29–30, 478
special processes or considerations, project 

approach and, 180, 192
specifi cations, 43, 44, 217

database design and specifi cation document 
in, 223

technical design and specifi cation document 
in, 222–223

user interface (UI) design and specifi cation 
document in, 224–225

stability testing, 90
staffi ng agencies, 102–103
staffi ng plan, 160–164. See also team 

management, 160
job descriptions and, 160–161
organizational chart in, 163, 163

project plan and, 159, 160–164
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roles and responsibilities detailed in, 
160–161, 164, 164

sections included in, 161
skills assessment in, 161, 162

staffi ng profi le in, 162, 162

staffi ng profi le, 162, 162

stage gates, 49, 49–50

stages, in PRINCE2, 620, 620

stakeholders, 97–99, 117
communication plan for, 172, 172

project status reports and, 334–336, 333

standards, viii, 2, 11–12, 11, 14, 39, 52–56, 
192, 601
Capability Maturity Model Integration (CMMI), 

53–54, 158, 192
International Organization for Standardization 

(ISO), 54, 158, 192
Offi ce of Government Commerce (OGC), 

52–53
PMBOK® Guide and, 52, 55–56, 158, 192, 

603–613
PRINCE2, 52–53, 55–56, 158, 192, 615–

625
project approach and, 180, 192
Project Management Institute (PMI), 52
quality management and, 158
Sarbanes-Oxley Act (SOX) and, 50–51
scheduling and, 231
Six Sigma, 53, 158
Software Engineering Institute (SEI), 53–54, 

158
start/fi nish dates, 234, 249–250
statement of work (SOW), 111, 151

design phase and, 219
project charter and, 151

statistics, for project, in Microsoft Project 2010, 
299, 299

status reporting process, 180, 189–192
status reports, 332–336, 333, 338
staying on track with meetings, 208–211
steering committees, 99, 115

communication plan for, 172, 172

sticky notes, virtual, 641

Stonehenge and ancient project management, 
1–2

structural testing. See white box testing
structure of project management, 11–12, 11

styles of management, 552–556
subject matter knowledge, 28
submitting a proposal, 81
successful projects, fi ve keys to, 635–636
supplies, 107
system administrator guide, 403, 405
system architecture design, 220
system design, 44
system monitoring and reporting process, 180, 

192

T

tactical plan, in lessons-learned review, 435–
436, 436

target audience, 125–127
task bars, 2
Task Inspector, in Microsoft Project 2010, 

293–294, 293

task list process workfl ow, 586, 587

task lists, 227–228, 227

task usage view, in Microsoft Project 2010, 
253

tasks
critical path and, 238–239, 286–290, 

287–290

defi ning, for scheduling, 235–236, 263–268
delegating, 585
dependencies among, 236–238, 273–275, 

274, 275

discretionary dependencies in, 237
duration of, for scheduling, 236, 271–273, 

272

external dependencies and, 237–238
Gantt Chart view of, in MS Project 2010, 

273–275, 274, 275

identifi cation of, 379–380, 584
lead times in, 274–275, 274

mandatory dependencies in, 237
prioritizing, 250
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sequencing, for scheduling, 235–236, 
261–262, 262, 263–268, 263–268

Task Inspector for, in MS Project, 293–294, 
293

task list process workfl ow in, 586, 587

tracking progress of, 338
updates to, 338

Taylor, Frederick, 2
team charters, 17
team management, 19, 100–104, 197–202, 

523–576, 636. See also leadership
celebrating project closure with, 446–448
change management and, 543–548. See also 

change management
coaching team members in, 525, 527, 

530–533
confl ict management in, 560–570
consultants and, 103
contract labor and, 101–102
cutting members from team in, 352
delegation in, 533–535
developing a successful team in, 524–530
developing the team’s skills in, 530–533
disbanding the team in, 443–445
effectiveness of management in, 552–556
empowering team members in, 557–558
internal personnel from outside team in, 

103–104
kickoff meeting and staff selection in, 

197–202
leadership for, 523–530, 570–576, 571–576

meeting with team members in, 538–542
motivating team in, 526–529, 535–542
ongoing growth and development in, 588–

592
open communication in, 481–484
organizational chart in, 163, 163

outside resource profi le in, 163, 163

“ownership” of project and, 526
people as resources in, 100–104
performance reviews and, 548–552
personal goals of team members in, 536–

538, 537

political correctness in the workplace and, 
484–488

praise and criticism in, 539–542
problems and troubleshooting in, 529–530
progress tracking of members of, 328–331
project completion agreement document for, 

445, 445

project proposal document and, 81
project review meetings and, 332–336
project status meetings for, 331–332
reporting schedules for, 330–331
roles and responsibilities of, 160–161, 164, 

164, 525–526
selection criteria for, 198–199
skills assessment for, 161, 162

social media and. See social media
staffi ng agencies for, 102–103
staffi ng plan and, 160–164
staffi ng profi le in, 162, 162

training plan for, 407–408
turnover of employees in, 358
vendors in, 103
virtual/remote teams and, 559–560

Team Planner view, in Microsoft Project 2010, 
253

technical design and specifi cation documents, 
44, 222–223

technical processes, 185–187
build process in, 185–186
confi guration management (CM) in, 187
project approach and, 180, 185–187
source control in, 186
versioning in, 186–187

technical requirements, 167–168
design phase and, 219
project plan and, 159

technical risk, 138
technical skills, 27–28
technical support guide, 404, 406–407
technology, 3, 104–107

costs associated with, 353–354
generation gap in use of, 501–507, 502, 

504
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technical design and specifi cation document 
in, 222–223

updating/upgrading, 106
technology and project management, vii, ix
templates in Microsoft Project 2010, 299–303, 

300–303. See also document templates
terminology of project management, viii
terms and conditions of proposals, 81
test cases, 393–394
test matrix, 393
test plan, 393
test scripts, 394
testing, 79, 387–409. See also quality 

management
acceptance type, 397–398
benchmarking, 399
beta, 46, 398
defect reports and, 394–395
exception type, 398
integration type, 397
load, 90
performance type, 400
quality risk assessment and, 395
regression type, 399
security type, 400
stability, 90
test cases in, 393–394, 393
test matrix for, 393
test plan for, 393
test scripts in, 394
traceability matrix in, 393
unit, 45
usability type, 46, 399
web projects, 90–91
white vs. black box testing for, 395–396, 

396

Texaco, 53
Texas Instruments, 53
themes

planning phase and, 58, 58

PRINCE2 and, 622, 624–625

theories of project management, 2
Thomas, Jane P., 642

three areas of project management, 11–12, 
11

three-letter acronym (TLA), 71
time estimation, 68
time management, 26–27, 107–108, 230, 

581–588
burnout avoidance in, 578–581
deadline setting in, 585
delegation in, 585
distractions and, 582
estimates of time required in, 139–142
identifying tasks for, 584
logging activity in, 583–584, 584

meetings and, 585
personal time log in, 584

personal, 581–588
planning in, 582–583
prioritizing in, 582, 585–586
procrastination and, 586, 588
task list process workfl ow in, 586, 587

time as constraint in, 322–324, 323

timeline setting in, 585
tools and processes for, 583
workload management in, 324–326

timelines, 585
tone of voice, 453–454
tools, toolkit for project managers, 30, 604, 

637–642. See also resources
diagrams and fl owcharts for, 641
free voice and video call resources for, 640
information sharing sites for, 641
instant messaging (IM) resources for, 

639–640
online learning sites for, 640
presentation resources for, 641
recommended reading for, 641–642
scheduling tools in, 230–231
selection criteria for tools in, 637–638
social and business networks for, 640
software for project scheduling, 639
virtual sticky notes for, 641
web conferencing resources for, 639
websites for, 638–639
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traceability matrix, 393
traditional (functional) management and, 31–33, 

32

training, 417, 429
new skills development in, 596–598
ongoing growth and development in, 588–

592
online learning sites for, 493–494, 640
training plan in, 46, 159, 175–176, 407–408

training manuals, 46, 407–408
training plan, 46, 159, 175–176, 407–408
troubleshooting. See problems and 

troubleshooting
turnover of employees, 358
TweetDeck, 511
Twitter, 497, 497, 499–500, 509, 515. See also 

social media

U

U.S. Air Force, 53
unit testing, 45
United Kingdom standards, 52–53
unreasonable demands from client, 314
UPS, 53
urgent issues, tracking and reporting of, 331
usability testing, 46, 399
user guide, 404, 405–406
user interface (UI) design and specifi cation 

document in, 224–225

V

value of project management, 9
variance, cost variance (CV), 341
variance, schedule variance (SV), 341
vendor processes, project approach and, 180, 

188
vendors, 103

scheduling delays caused by, 378
versioning, 186–187

builds/releases and, 339, 414
point releases in, 430

video call resources, 640
video/audio conferencing, 30

videos, online, 494
views, in Microsoft Project 2010, 252–254, 252, 

253

virtual classrooms, 493–494, 640
virtual reality games, 518
virtual sticky notes, 641
virtual worlds, 495, 518
virtual/remote teams, vii, viii, 3, 19–20, 

559–560
communication skills for, 26
kickoff meetings for, 202–205
managing, 559–560. See also team 

management
meetings with, 461
political correctness in the workplace and, 

484–488
scheduling confl icts and, 376–378
technical glitches during meetings with, 

203–204  time zones and meetings, 203
web presentations for meetings with, 

203–204
Visio. See Microsoft Visio
vision, of company, 635
voice and video call resources, 640

W

wait and hurry up disorder, 383–385
WBS codes, work breakdown structure (WBS) in 

MS Project 2010 and, 260–262, 261, 262, 
267, 267

WBS column, work breakdown structure (WBS) 
in MS Project 2010 and, 260, 260

web browsers, 30
web conferencing, 30, 639
web projects, 89–91

privacy issues with, 91
security issues with, 91
testing for, 90–91

web-based product deployment, 420, 420

webinars, 494, 640
website project management, 91–93
websites for project management resources, 

638–639
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weekly progress reports, 326–328, 328, 
330

Wegryn, Kevin, 641
white box testing, 395–396, 396

Wii, 495
Wikipedia, 493. See also social media
wikis, 492, 516–517, 641
Word. See Microsoft Word  work breakdown 

structure (WBS), 235
columns in, 256–260, 257, 258, 259

line numbers in, 254–255
outline numbers in, 255–259, 255, 256

sequencing tasks for, 261–262, 262

WBS codes in, 260–262, 261, 262, 267, 
267

WBS column in, 260, 260

work breakdown structure (WBS), 231–232, 
254–262. See also Microsoft Project 2010

work hours, scheduling and, 234–235
work orders, project closure and, 429
work time, scheduling and, 250, 275–279, 

276–279

work variance view, in Microsoft Project 2010, 
298, 298

workload management, 324–326

X

Xbox, 495

Y

YouTube, 494, 495, 497, 497, 500–501, 
515–516. See also social media




