	Project Management in a Nutshell

	Here are some essential steps when managing a project.  Be cautious if you decide to skip a step – this may result in confusion or frustration for those involved in the project.

	Project Initiation

	1. Identify the stakeholders – hold a kick-off meeting

2. Identify team members and time commitments

3. Generate a project initiation plan or project charter stating the goals and scope of the project and requirements for moving the project forward

	Project planning

	1. Identify the tasks needed to complete the project 

2. Identify issues that need to be resolved for the project

3. Make assignments to team members – get time estimates/commitments from your team members

4. Develop a project plan and/or work breakdown schedule

	Track and control

	1. Ask for status updates on assigned tasks from team members

2. Track progress to make sure deliverables and critical dates are being met

3. Manage and address issues in a timely manner

4. Monitor and control change requests adjusting project resources, time, or scope as needed

	Communication and project status reporting

	1. Schedule regular team meetings as well as stakeholder/sponsor meetings to review project status

2. Send status reports to key stakeholders on a regular basis

	Project implementation

	1. Review project deliverables with key stakeholders for final approvals

2. Execute implementation steps for the project

	Post-implementation review

	1. Schedule meeting with stakeholders and team to review lessons learned

2. Celebrate and communicate accomplishments
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