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What is a Project?

According to Franklin Covey, it is a 
temporary endeavor with a start and 
finish, undertaken to create a unique 

product, service or result.
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Typically Projects Include….
• A Project Manager
• An overall vision and goal
• A finite length
• Involve a number of activities
• Involve a great number of people/stakeholders
• Deadlines
• A budget
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What Does Project Success Look 
Like?
•Meets or exceeds expectations
•Optimizes resources – get creative when necessary
•Builds team confidence and engagement for future 
projects
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Project Management Foundational 
Behaviors

• Listen First
•Clarify Expectations
•Practice Accountability
•Demonstrate Respect
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Framework for Project Management
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PROJECT REALITY
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Initiate
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Defining the Project Scope
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Identify Stakeholders and Key 
Stakeholders
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Key Stakeholder
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Key Stakeholder Attributes
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Key Stakeholder Interviews
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Plan
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Assess the Risk
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Options for Reducing/Eliminating Risk
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Risk Assessment Tool

20

Creating a Project Schedule
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Work Breakdown Structure (WBS)
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Brainstorming Work Breakdown

23

WBS Component Breakdown
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Estimate Work and Duration
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Estimating Duration
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Creating a Communication Plan
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Execute

29

TEAM 
ACCOUNTABILITY 

MEETING
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Team Accountability
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Performance Conversation
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PERFORMANCE 
CONVERSATION

35

36



2/22/24

13

Monitor and Control
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Closing the Project
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THE CLOSE
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“All things are created twice; first 
mentally; then physically.  The 
key to creativity is to begin with 
the end in mind, with a vision 
and a blue print of the desired 
result.” — Stephen Covey
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STRATEGIES TO 
SUCCESSFULLY 

MANAGING 
PRIORITIES
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WHAT ARE YOUR 
CHALLENGES WITH 

PRIORITIZING?
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Why Prioritize?
•Prioritization is the key to getting the most from 
your day, and from your team. Without clear 
priorities, you can end up bouncing from one 
activity to another, only doing what’s easy, or 
focusing on other people’s priorities rather than 
your own – after all, there’s always that urgent 
email or that insistent phone call!
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Importance of Prioritization

Creates a sense of 
calm and space in 
your life

Time is limited and 
demands are 
endless

Assists in allocating 
time where most 
needed

Brings order to 
chaos and 
reduces stress

Improves 
productivity
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Determining the Value of Tasks

Determine your 
customers and their 
importance.

Who will benefit most 
from the completion of 
this task?

Once complete, what 
contribution will this 
make to your 
organization?
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Quick Exercise
•What low-value tasks, 

including urgent but not 
important ones, have you 
completed in the last two 
working days?
•What important high-value 

tasks have you not done?
•What does this tell you about 

how you should prioritize in 
the future?
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TOOLS FOR 
PRIORITIZATION

Tasks and Values
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Prioritized To Do List
•Create the list of all tasks – 

including personal tasks
• Update daily!
• If too many high priority tasks 

review again to see if some 
may be downgraded.
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Using the Action Priority Matrix
• The Action Priority Matrix is 

the second “must have” 
prioritization tool. It helps you 
think about how you spend 
your time so that you can 
reallocate it, if necessary, to 
make the most of your time, 
energy and talents.
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THE TIME MATRIX
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BIG ROCKS
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Q2 PLANNING
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Many Tools for Planning and 
Execution 
•Outlook – Calendar and Tasks
•Monday. com – provides organization and 
prioritization
•Digital planners
•Paper Planners
•Other systems/tools?
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What can you do to 
prioritize your life?
What commitments will 
you make?
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