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	Monthly Meeting Minutes

	

	Meeting DATE/Time
	July 10, 2008 – 8:00am

	Locaton
	Adventist Health, 1101 Creekside Ridge Drive, Suite# 270, Roseville, CA  95661

	Type of meeting
	Breakfast Forum

	Facilitator
	Carter Engelhart, PMP

	Note taker
	Larry A. Mitchel PhD, PMP

	Timekeeper
	

	Attendees
	Tom Carlos; Bill Carr; Michelle Colodzin; Lisa Dezzani; Tom Driver; Carter Engelhart; Collie Johnsen; Gary Klein; William Lazaldi; Ron McClure; Susan McKinney; Larry Mitchel; Venu Nair; Nancy Nichols; Cindy Sabin; Debi Safranek; Robert Trott; Patricia Ursenback.

	

	Agenda topics

	40 Minutes
	The Five Secrets of Project Scheduling
	Michelle Colodzin, pmp

	Discussion
	

	Have you ever created a project schedule and later realized that you should have approached it a little differently?  Have you ever created a schedule and then found that the way the information is organized makes it difficult to determine actual progress or identify potential problems?  Have you ever wondered whether there’s an easy way to start creating a good project schedule that will serve you throughout the life of your project?  

I’ve been managing and scheduling projects for more than 18 years, and I’ve made every mistake in the book.  It was through this “school of hard knocks” that I have identified five key factors, or “secrets,” that if followed, may help you avoid some of the most common pitfalls in project scheduling.

The five secrets of project scheduling are:  

Create deliverables-based project schedules:  A good project schedule should be organized and built around the deliverables the project is to produce.  The tasks and activities are then identified and built out within the framework of the project deliverables, thus ensuring you’re covering all of the scope of the project and nothing more. 

Determine and apply the appropriate level of detail:  A good schedule contains all of the information required to manage the project, and only that information.  Defining the level of detail that is appropriate for a specific project and ensuring a consistent level of detail throughout makes that schedule easier to understand, report on and maintain.  

Implement a regular status update and reporting process:  In order to produce status reports that are valuable to stakeholders, it is important to identify up front exactly what information each group of stakeholders will need.  This enables the scheduler determine in advance what status data to capture and how frequently it needs to be updated and how it should be reported. 

Review and adjust the schedule regularly: A good schedule is not static, it must reflect the changing project environment.  To ensure a schedule keeps up with these changes, it must be reviewed as a whole periodically and adjusted as needed.    Defining a regular review process ensures that changes in the project are reflected in the schedule in a timely manner.  Doing so helps to reduce “surprises” by enabling the project manager to identify potential problems in advance, thus reducing overall project risk and improving the chance for success.  

Create and follow project scheduling standards: Scheduling standards, such as creating deliverables-based schedules, standardizing on a specific range of work packages (task hours and/or durations), status update and reporting processes, etc. help schedulers consistently build better project schedules.  PMOs can leverage these secrets by developing templates and providing training and support to its schedulers, thereby improving the quality of its project schedules across the entire organization.

As you can see, these secrets are not new concepts.  This presentation offers these secrets together to provide you with a context and methodology for consistently creating project schedules that accurately and concisely reflect the scope of the project, are easy to maintain and provide relevant and reliable status data.

[Presenter’s Summary]



	

	Conclusions
	Full presentation is available at [URL].

	

	

	Action items
	Person responsible
	Deadline

	Future Meetings --  

August:  Project Scheduling – II.  Bring your own schedules for display, critique and improvement.


	Michelle Colodzin
	

	September:  
	
	

	October¨ 
	
	

	


	Observers
	

	Resource persons
	

	Special notes
	


