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Project:

You are required to document your role in administering a project. The project may be
set in a business, social, sporting, or family environment but must be of a significant
size and scale. If you do not have an actual project to write about you may complete the
project hypothetically. This report will be between three to six pages in length. This
is a significant research project.

Your report must address each of the following issues:

1.

N

8.
9.

Identify and describe the purpose, scope, and objectives of the project. Display
this information using an appropriate tool.

Describe how the team is given an outline of the project.

Describe the strategies that are going to be set up to maintain communication
with the team members.

Describe the tools that are going to be used to monitor the goals, time frames or
milestones.

Identify project milestones and activities. Display this information using an
appropriate tool.

Create a budget and link the costs to the key milestones for a project.

Describe how you are going to divide tasks and resources amongst a project
team. Display this information using an appropriate tool.

Briefly describe how the progress will be monitored.

How are current project records maintained? Who has responsibility for this?
provide some recommendations on how this process could be improved.

10.Describe the current procedure for finalizing projects. Create your own procedure

and identify how you will evaluate the success of the project.

11.Legislation that may affect the project including health and safety, and anti-

discrimination legislation.

Best of luck...
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Construction of storage warehouse

(Note: All the information in this project is hypothetically)

Project Purpose:

Due to the current expansion of the organization, it is required to establish a storage

warehouse.

Project Objective:
The objective of the WH is to provide shelter and protection for valuable
organization equipment.

Project Scope:
The scope of the project is limited to the construction of the WH, barrier fence, and
all required systems needed to make the warehouse functioning properly such as

(HVAC system, fire-fighting and alarm system, etc.)

The above-mentioned information is provided within the project charter

document.



Project name: Impruve order Jullillment process Lo reduce lead lme and increase revenue, Date: 2/1942019

Project manager: Phil Acies Project Sponsor: Anna Yost

Purpose: The purnnse of the project is i cut fulfiliment order lead time by 5056, Desecription: [
S0 we meet specifications set by Your Home Delivered and become their #1 million de:
preferred fumiturs supplisr.

esign and develnp new order fulfiliment processes to help land
al with Your Home Delivered

Project specification:
- Consistently fulfill all arclers placed by Your Home Delivered befare due date
- Maintain same amount of employees while processing 50%h more orders within

Objective:

= To become Your Home Delvered's pretered supplier by the end of the year

= To bacome a lean fulfillment center and operate with 5034 less non-value
added time at each step. six months.

Budget:
* The projest has a budget of $255,000 - $190,000 for ney wi processes and . ian report.
558,000 for miscellaneous and overhead expenses. « Cra: iy tices performed ol warehouse.

Froject risk:

ght he hard tn make
adjus

Milestone review: YHD sign contingent
Sign project charter contrast YHD signs contract
Lo 33 10018
Meelng wilh YHD
e
| 201 an ai 71 an an 1061 |
17 10031

regend: [ Gn schedule @ Gehind schedule (Il Comaolete ]

“Example of a Project Charter”

Team Members Initials and Main Roles
Project Manager — Civil Engineer — Mechanical Engineer — Electrical Engineer —
Quantity Surveyor — Document Controller — Technical Lead.

How Team Will Be Given The Project Outline

The kick off meeting is held with all the required attendees including the project
team and main stakeholders. During the meeting, all project outlines will be
established and communicated to avoid any future confusion while planning or

executing the project.

Communication Strategies And Tools (Internal And External)
Project’s main communication medium will be through emails, to assure proper

documentation of all project related communications.



Project Goal, Time Frame, And Budget
Goal: to successfully deliver the project on time, within scope and budget.
Time frame: 1 year.
Budget: 1 million SAR.

Tools To Monitor Goal And Time Frame

Software: MS Project/ Spread Sheet.

Skills: Effective communication / Daily follow up
Define Project Milestones And Activities

e Kickoff/ start plan ,
e End of planning/start executing (construction) ,

e end of executing /Start commissioning,

e Closing.
Kickoff/ start End of End of execution/Start Closing
plan planning/start commissioning

Define all milestones’ sub-budgets

¢ ¢ ¢

Kickoff/ start End of End of execution/Start Closing
commissioning

plan planning/start

l i i +

[ (Month * eng. * salary ) = ] [ 55% of the budget = ] [ 10% reserve = 100,000 ] [ 50,030 SAR

300,000 SAR 550,000 SAR




How tasks and resources are distributed between team members using a tool

Using RACI tool.

How the PM will monitor project progress
Dalily site report / Weekly meetings / Project Management Dashboard.
How the project documents are maintained, and what can be improved

Maintained electronically through google drive, edited by PM through document

controller.to improve, give access ( View only ) to all Project members.

How the project will be closed
Commissioning (testing, handing over, rolling out) then closing officially.
How project success will be evaluated

By achieving all success criteria mentioned in the project charter.



List all governmental, ethical, safety and health constrains that may affect the

project

e The culture, structure and governance of the organization.

e Geographical distribution of facilities and resources.

e Government or industry standards (for example: regulatory bodies regulations,
codes of conduct, production standards, quality standards, and work
implementation standards).

e Infrastructure (for example: existing facilities and capital facilities).

e Existing human resources (for example: skills, specializations, and knowledge).

e Personnel management (eg: recruitment and retention guidelines, employee
performance reviews, training records, compensation policies, overtime, work
hours tracking).

e The company's business declaration systems.

e Market conditions.

e The degree of risk tolerance for those involved.

e Political climate.

e The existing communication channels in the organization.

e Business databases in the organization.

e Project Management Information System.
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