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1. What is a project? How do projects differ from routine work? 
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2. What are five process groups in Project Management?
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3. Name nine knowledge areas of Project Management.
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4. Outline key responsibilities of a project Manager.
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5. Define the project lifecycle and explain its phases
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(1)A project is a planned set of interrelated tasks to be executed over a fixed period and within certain cost and other limitations.( http://www.businessdictionary.com/definition/project.html#ixzz4ADwBeEwZ)

Projects differ from routine work in the following ways

They usually have a narrow focus, specific deadline and may occur only once or infrequently. Some project types recur but differ in their goals. 
Project is an exception which involves investigating, compiling, arranging, and reporting information outside the range of usual activities while routine is defined within the range of a department’s function. 
For example the manager of a customer service department prepares monthly reports identifying customer contact trends (complaints, inquiries, suggestions) as part of her routine. When she is given the task of investigating and comparing automated customer service software, she is responsible for a project. 

Project activities are related in a way that the activities involved in project phases are related to one another and to a desired end result. So your project may involve coordinating work that not only takes place in your immediate department but extends to actions in other departments, as well as to outside resources. Whereas routines for recurring tasks performed in your department are related to the activities that define and distinguish that department only.

 Project goals and deadlines are specific: Recurring tasks may be managed with departmental goals in mind; but these goals tend to remain fixed, or move forward only with time. The same is true of deadlines; you may face weekly or monthly deadlines for completion of reports, processing, and closing. Projects, though, have singular goals that will be either reached or missed. And projects have clear starting points and completion dates. 

The desired result is identified the research, development of procedures, or construction of systems or buildings on a project produce a tangible, desired result. whereas routines are aimed not at one outcome but at maintenance of processes, 

Projects are also distinguished from routines by the way in which they must operate under the three constraints of result, budget, and time. To a degree, all management functions operate within these constraints. For example, your department may be expected to perform and produce certain results; it’s subjected to budgeting controls; and its work is planned and executed under a series of deadlines.
 The initiating process group involves the processes, activities, and skills needed to effectively define the beginning of a project. Setting all permits, authorizations, and initial work orders in place to secure an effective and logical progression of initial project activities sets the stage for subsequent success throughout all project phases. Setting clear phases for work to be completed, initializing teams, and having the budget in place before work begins are vital for a strong start to any project across industry.

The Planning Process Group sets forth the processes needed to define the scope of the project, set strategic plans in place to maximize workflow, and begin to assemble priority lists and plan team needs. This process group also addresses a more narrow clarification of all project goals and expectations and puts in place the project infrastructure necessary to achieve those goals according to the timeline and budgetary constraints.

The executing process group involves managing teams effectively while orchestrating timeline expectations and reaching benchmark goals. Project managers utilizing this set of skills will demonstrate a high degree of organization and communication skills while addressing team concerns or other complex situations associated with getting the work done on time and within budget.

  Monitoring Process Group Processing change orders, addressing on-going budget considerations, and mitigating unforeseen circumstances that may affect a team’s ability to meet initial project expectations are all part of the core skills and competencies involved in the . Seasoned managers keep the momentum moving forward and guard the project against stalling by actively monitoring progress and using foresight and quick response to address project challenges. 

The Closing Process Group addresses the culmination of strong project management skills demonstrated throughout the other interrelated processes that guided the project. Following through to close all aspects of the process and submitting necessary paperwork on time is just as important as all other skills and processes. Good closure brings great reviews and can increase future word of mouth referrals.
(3)  Project Integration Management : the processes and activities needed to identify, define, combine, unify, and coordinate the various processes and project management activities within the project management process groups 

Project Scope management : the processes required to ensure that the project includes all the work required, and only the work required, to complete the project successfully. 

 Project Time Management : the processes required to manage the timely completion of the project. 

  Project Cost Management : the processes involved in planning, estimating, budgeting, financing, funding, managing, and controlling costs so that the project can be completed within the approved budget.
 Project Quality Management : the processes and activities of the performing organization that determine quality policies, objectives, and responsibilities so that the project will satisfy the needs for which it was undertaken. 

  Project Human Resource Management : the processes that organize, manage, and lead the project team. 
  Project Communications Management : the processes that are required to ensure timely and appropriate planning, collection, creation, distribution, storage, retrieval, management, control, monitoring, and the ultimate disposition of project information. 

  Project Risk Management : the processes of conducting risk management planning, identification, analysis, response planning, and controlling risk on a project. 

  Project Procurement Management : the processes necessary to purchase or acquire products, services, or results needed from outside the project team. Processes in this area include Procurement Planning, Solicitation Planning, Solicitation, Source Selection, Contract Administration, and Contract Closeout.

  (4)    Defining and communicating project objectives that are clear, useful and attainable

· procuring the project requirements like workforce, required information, various agreements and material or technology needed to accomplish project objectives

· managing the constraints of the project management triangle, which are cost, time, scope and quality

(5)   Project life cycle is the path a project takes from the beginning to its end and it is generally represented by phases. 
Initiation Phase, the project objective or need is identified; this can be a business problem or opportunity. An appropriate response to the need is documented in a business case with recommended solution options. A feasibility study is conducted to investigate whether each option addresses the project objective and a final recommended solution is determined. Issues of feasibility (“can we do the project?”) and justification (“should we do the project?”) are addressed.

Once the recommended solution is approved, a project is initiated to deliver the approved solution and a project manager is appointed. The major deliverables and the participating work groups are identified, and the project team begins to take shape. Approval is then sought by the project manager to move onto the detailed planning phase.

Planning Phase is where the project solution is further developed in as much detail as possible and the steps necessary to meet the project’s objective are planned. In this step, the team identifies all of the work to be done. The project’s tasks and resource requirements are identified, along with the strategy for producing them. This is also referred to as “scope management.” A project plan is created outlining the activities, tasks, dependencies, and timeframes. The project manager coordinates the preparation of a project budget by providing cost estimates for the labor, equipment, and materials costs. The budget is used to monitor and control cost expenditures during project implementation.

Implementation (Execution) Phase, the project plan is put into motion and the work of the project is performed. It is important to maintain control and communicate as needed during implementation. Progress is continuously monitored and appropriate adjustments are made and recorded as variances from the original plan. In any project, a project manager spends most of the time in this step. During project implementation, people are carrying out the tasks, and progress information is being reported through regular team meetings. The project manager uses this information to maintain control over the direction of the project by comparing the progress reports with the project plan to measure the performance of the project activities and take corrective action as needed. The first course of action should always be to bring the project back on course (i.e., to return it to the original plan). If that cannot happen, the team should record variations from the original plan and record and publish modifications to the plan. Throughout this step, project sponsors and other key stakeholders should be kept informed of the project’s status according to the agreed-on frequency and format of communication. The plan should be updated and published on a regular basis.

Status reports should always emphasize the anticipated end point in terms of cost, schedule, and quality of deliverables. Each project deliverable produced should be reviewed for quality and measured against the acceptance criteria. Once all of the deliverables have been produced and the customer has accepted the final solution, the project is ready for closure.

Closing Phase the emphasis is on releasing the final deliverables to the customer, handing over project documentation to the business, terminating supplier contracts, releasing project resources, and communicating the closure of the project to all stakeholders. The last remaining step is to conduct lessons-learned studies to examine what went well and what didn’t. Through this type of analysis, the wisdom of experience is transferred back to the project organization, which will help future project teams.

