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“Operations keeps the lights on, strategy 
provides a light at the end of the tunnel, 
but project management is the train 
engine that moves the organization 
forward.”

-Joy Gumz
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“If you don't know where you are going, how can you 
expect to get there?" ~ Basil S. Walsh

Project Characteristics 
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 Should be clearly 
defined to avoid 
ambiguity

 Should be clear, 
realistic and 
measurable

 Benefits of the 
projects 

 Identify impacted 
stakeholders 

Project Structure 

1. 
Setting Goals & 

Objectives 

2.
Formalize 
Structure

3. 
Identify Executive 

Sponsor 

4. 
Clearly Define Roles 
& Responsibilities 

 Clearly identify 
the project lead 
and project 
members

 Project lead must 
ensure the project 
is well managed 
and meets its 
objectives 

Strong executive 
sponsor will:

 Help remove 
obstacles

 Identify project 
resources

 Can make or 
escalate issues or 
decisions that need 
to be made

Everyone needs to 
understand:

 Their role and 
responsibilities in 
the project

 Who they report to

 What they are 
primarily 
accountable for 



5

 What problem are 
you addressing

 What data is 
available to 
determine the 
baseline

 What are the major 
milestones that 
would be used to 
ensure project 
stays on track

 How do you know 
that you have 
achieved your 
milestones –
Performance 
Outcomes

Project Structure 

5. 
Defined Major 

Milestones 

6. 
Project Status 

Report

7. 
Monthly Executive 

Meetings

8. 
Project Closeout 

 Develop a standard 
Project Status 
Reporting (PSR) 
template that 
everyone can use to 
track overall project 
performance

 Identify a team that 
reviews all PSRs 
and determines 
whether the project 
is on track – Green, 
Yellow or Red

Monthly Executive 
meetings should be 
conducted to:

 Provide project 
status updates 

 Identify projects with 
interdependencies, 
resource issues, etc.

 Provide guidance to 
projects that are at 
risk of not meeting 
project goals and 
objectives

Before a project is 
closed, a Project 
Closeout report should be 
developed that outlines:

 What worked well

 Lessons learned

 Frequency for 
ongoing Performance 
Metrics Reporting, if 
applicable



Addresses the following:

Clearly 
define 

the 
problem

Defines 
what is in 
and out of 

scope 

Has clear 
measurable 
outcomes 

Identifies 
impacted 

stakeholders

Clear 
established 
timeframes

How is data 
being 

measured 
and 

collected

A successful Project Charter communicates clear direction on which problem is being 
solved.  

Project Structure 
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Project 
Lifecycle

Initiate

Plan

Execute
Monitor 

& 
Control

Close 

Board 
Priority

Strategic 
Priority 

State or 
Federal 
Policy 

Project Initiation to Address the following: 

PROJECT STATUS REPORT (PSR)

Request to Initiate a New Project

Project Structure

Executives can request to launch a new 
project and must submit a Project Charter.
The PMO Executive Committee, which meets 

monthly, will determine if the project is 
approved.
 If project is approved, it will be tracked by the 

PMO team via the monthly Project 
Dashboard.  
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Project Structure 

Risk – The project must clearly track risk and develop risk mitigation 
strategies.  Project risks should be clearly outlined in the Project Charter and 
tracked via the Project Status Report (PSR) throughout the life of the project.  

Dependencies – The Project Charter should highlight any project dependency.  
The dependencies should be tracked via the Project Status Report (PSR) and 
discussed at the Monthly PMO Executive Meeting.

Project Plan – The importance of a Project Plan is to list project milestones.  
The milestones should include, but not limited to, identifying responsible 
parties or persons and indicate start, middle and end dates that align with the 
project goal.
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Scope Creep

The PMBOK® Guide describes scope creep as “adding 
features and functionality (project scope) without 
addressing the effects on time, costs, and resources, or 
without customer approval”
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Project Status Report
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Dashboard 
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 Highlight Project Success.

 Highlight Team members 
contribution to the project.

 Over communicate the positive 
customer impact (whether 
internal or external).

This will not only highlight all the 
hard work but will also elevate 
staff moral.  

Highlight Success
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