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BSBPMG521 – Manage project integration
This unit describes the skills and knowledge required to integrate and balance overall project management functions of scope, time, cost, quality, human resources, communications, risk and procurement across the project life cycle; and to align and track project objectives to comply with organisational goals, strategies and objectives.
It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.

BSBPMG516 – Manage project information and communication
This unit describes the skills and knowledge required to link people, ideas and information at all stages of the project lifecycle. Project communication management ensures timely and appropriate generation, collection, dissemination, storage and disposal of project information through formal structures and processes.
It applies to individuals responsible for managing and leading a project in an organisation, business, or as a consultant.

For complete copies of the above unit of competency:
Download them from the TGA website:  www.training.gov.au

About this unit of study introduction
As a worker, a trainee, or a future worker you want to enjoy your work and become known as a valuable team member. This unit of competency will help you acquire the knowledge and skills to work effectively as an individual and in groups. It will give you the basis to contribute to the goals of the organisation which employs you.
It is essential that you begin your training by becoming familiar with the industry standards to which organisations must conform. 
These units of competency introduce you to some of the key issues and responsibilities of workers and organisations in this area. The unit also provides you with opportunities to develop the competencies necessary for employees to operate as team members.
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Managing project integration
1. Plan information and communication processes
2. Implement project information and communication processes
3. Assess information and communication outcomes

Manage project information and communication
1. Plan information and communication processes
2. Implement project information and communication processes
3. Assess information and communication outcomes

Learning program
As you progress through this unit of study, you will develop skills in locating and understanding an organisation’s policies and procedures. You will build up a sound knowledge of the industry standards within which organisations must operate. You will become more aware of the effect that your own skills in dealing with people has on your success or otherwise in the workplace. Knowledge of your skills and capabilities will help you make informed choices about your further study and career options.
[bookmark: _Toc377585561]	
Additional learning support
To obtain the additional support, you may:
Search for other resources. You may find books, journals, videos and other materials which provide additional information about topics in this unit.
Search for other resources in your local library. Most libraries keep information about government departments and other organisations, services and programs. The librarian should be able to help you locate such resources.
Contact information services such as Infolink, Equal Opportunity Commission, Commissioner of Workplace Agreements, Union organisations, and public relations and information services provided by various government departments. Many of these services are listed in the telephone directory.
Contact your facilitator.


Facilitation
Your training organisation will provide you with a facilitator. Your facilitator will play an active role in supporting your learning. Your facilitator will help you anytime during working hours to assist with:
How and when to make contact,
What you need to do to complete this unit of study, and
What support will be provided?

Here are some of the things your facilitator may do to make your study easier:
Give you a clear visual timetable of events for the semester or term in which you are enrolled, including any deadlines for assessments.
Provide you with online webinar times and availability.
Use 'action sheets' to remind you about tasks you need to complete, and updates on websites.
Make themselves available by telephone for support discussion and provide you with industry updates by e-mail where applicable.
Keep in touch with you during your studies.

Flexible learning
Studying to become a competent worker is an interesting and exciting thing to do. You will learn about current issues in this area. You will establish relationships with other students, fellow workers, and clients. You will learn about your own ideas, attitudes, and values. You will also have fun. (Most of the time!)
At other times, studying can seem overwhelming and impossibly demanding, particularly when you have an assignment to do and you aren't sure how to tackle it... and your family and friends want you to spend time with them... and a movie you want to see is on television...
Sometimes being a student can be hard.
Here are some ideas to help you through the hard times. To study effectively, you need space, resources, and time.
[bookmark: _Toc377585564]

Space
Try to set up a place at home or at work where:
1. You can keep your study materials,
2. You can be reasonably quiet and free from interruptions, and
3. You can be reasonably comfortable, with good lighting, seating, and a flat surface for writing.

If it is impossible for you to set up a study space, perhaps you could use your local library. You will not be able to store your study materials there, but you will have quiet, a desk and chair, and easy access to the other facilities.

Study resources
The most basic resources you will need are:
1. A chair
2. A desk or table
3. A computer with internet access
4. A reading lamp or good light
5. A folder or file to keep your notes and study materials together
6. Materials to record information (pen and paper or notebooks, or a computer and printer)
7. Reference materials, including a dictionary
Do not forget that other people can be valuable study resources. Your fellow workers, work supervisor, other students, your flexible learning facilitator, your local librarian, and workers in this area can also help you.

Time
It is important to plan your study time. Work out a time that suits you and plan around it. Most people find that studying, in short, concentrated blocks of time (an hour or two) at regular intervals (daily, every second day, once a week) is more effective than trying to cram a lot of learning into a whole day. You need time to 'digest' the information in one section before you move on to the next, and everyone needs regular breaks from study to avoid overload. Be realistic in allocating time for study. Look at what is required for the unit and look at your other commitments.
Make up a study timetable and stick to it. Build in 'deadlines' and set yourself goals for completing study tasks. Allow time for reading and completing activities. Remember that it is the quality of the time you spend studying rather than the quantity that is important. 

Study strategies
[image: C:\Users\Koren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\1HSNUA7R\MP900399745[2].jpg]Different people have different learning 'styles'. Some people learn best by listening or repeating things out loud. Some learn best by 'doing', some by reading and making notes. Assess your own learning style, and try to identify any barriers to learning which might affect you. Are you easily distracted? Are you afraid you will fail? Are you taking study too seriously? Not seriously enough? Do you have supportive friends and family? Here are some ideas for effective study strategies:
Make notes. This often helps you to remember new or unfamiliar information. Do not worry about spelling or neatness, as long as you can read your own notes. Keep your notes with the rest of your study materials and add to them as you go. Use pictures and diagrams if this helps.
Underline key words when you are reading the materials in this Learner Guide. (Do not underline things in other people's books.) This also helps you to remember important points.
Talk to other people (fellow workers, fellow students, friends, family, or your facilitator) about what you are learning. As well as helping you to clarify and understand new ideas, talking also gives you a chance to find out extra information and to get fresh ideas and different points of view.

Using this Learner Guide
A Learner Guide is just that, a guide to help you learn. A Learner Guide is not a textbook. Your Learner Guide will:
1. Describe the skills you need to demonstrate to achieve competency for this unit;
2. Provide information and knowledge to help you develop your skills;
3. Provide you with structured learning activities to help you absorb knowledge and information and practice your skills;
4. Direct you to other sources of additional knowledge and information about topics for this unit.


How to get the most out of your Learner Guide
Read through the information in the Learner Guide carefully.  Make sure you understand the material.
Some sections are quite long and cover complex ideas and information. If you come across anything you do not understand:
1. Talk to your facilitator;
2. Research the area using the books and materials listed under Resources;
3. Discuss the issue with other people (your workplace supervisor, fellow workers, fellow students);
4. Try to relate the information presented in this Learner Guide to your own experience and to what you already know.
5. Ask yourself questions as you go. For example 'Have I seen this happening anywhere?' 'Could this apply to me?' 'What if....'. This will help you to 'make sense' of new material and to build on your existing knowledge.
6. Talk to people about your study.
7. Talking is a great way to reinforce what you are learning. 
8. Make notes.
9. Work through the activities.
Even if you are tempted to skip some activities, do them anyway. They are there for a reason, and even if you already have the knowledge or skills relating to a particular activity, doing them will help to reinforce what you already know. If you do not understand an activity, think carefully about the way the questions or instructions are phrased. Read the section again to see if you can make sense of it. If you are still confused, contact your facilitator or discuss the activity with other students, fellow workers or with your workplace supervisor.

Additional research, reading, and note-taking
If you are using the additional references and resources suggested in the Learner Guide to take your knowledge a step further, there are a few simple things to keep in mind to make this kind of research easier.
Always make a note of the author's name, the title of the book or article, the edition, when it was published, where it was published, and the name of the publisher. This includes online articles. If you are taking notes about specific ideas or information, you will need to put the page number as well. This is called the reference information. You will need this for some assessment tasks, and it will help you to find the book again if you need to.
Keep your notes short and to the point.  Relate your notes to the material in your Learner Guide. Put things into your own words. This will give you a better understanding of the material.
Start off with a question you want answered when you are exploring additional resource materials. This will structure your reading and save you time.
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	Before commencing this section, please read Chapters 3, 4, and 10 of the PMBOK Guide.


[bookmark: _Toc341706272][bookmark: _Toc380410763][bookmark: _Toc479850320]1.1 Introduction 
[image: C:\Users\MUBASHER\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\J8TBWWPO\MP900385402[1].jpg]In the first Learner Guide, you were introduced to the project life cycle and the integrative processes of project management.
Learner Guides 1 – 4 covered the ten functions of project management, with a strong emphasis on the planning stage of the project.
We have come full circle now, with having covered all ten functions. However we need to revisit two of these functions when covering the closing stage of the project lifecycle.
This Learner Guide covers two of the functions of project management, grouped into project integration management, as highlighted below:
	Integration Management
	

	Scope Management
	

	Time Management
	

	Cost Management
	

	Quality Management
	

	Human Resource Management
	

	Communications Management
	

	Risk Management
	

	Procurement Management
	

	Stakeholder Management
	



The closure is the process that happens once the project work is complete. All tasks have been complete, and you have produced the end product of the project. The project hasn’t ended yet. 
This section covers what happens at the end of a project to wrap it up.

[bookmark: _Toc341706273][bookmark: _Toc380410764][bookmark: _Toc479850321]The Project Plan
[bookmark: _Toc341706274][bookmark: _Toc380410765][bookmark: _Toc479850322]2.1 The Scoping Stage – Revisiting the Project Charter 
You will recall at the start of the course that the main goal of the scoping stage of the project is to get a conceptual idea of the goals of the project so a project plan can be put together. The main document that comes out of the scoping stage is the charter document.[image: C:\Users\MUBASHER\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\64R82UB7\MP900439299[1].jpg]
The project documents the reasons for undertaking the project, objectives and constraints of the project, project scope, risks identified, and other relevant details of the project. 
Although much of a project charter can be developed during the scoping stage, it is not until the end of the planning stage when the parameters of all ten functions of project management have been determined that the information in the project charter can be finalised.
The information needed includes:
· Integration: The project procedures and documentation.
· Scope: What will the project produce?
· Time: How long will it take to produce it?
· Cost: How much will it cost?
· Quality: What standards do the project deliverables and processes need to meet?
· Human Resources: Who will be hired into the project?
· Communications: What are the reporting and other communications requirements?
· Risk: How are risks managed?
· Procurement: Who will the contractors be?
· Stakeholders: Who are the stakeholders and what are their roles in the project?

As you can imagine these will all be locked down once the planning is completed. During the scoping stage, these factors will be estimates only.


Activity 1:
	In the previous Learner Guides you selected a small project that is of interest to you from the following list:
1. Planning an international holiday visiting at least three countries.
2. Renovating your home kitchen or bathroom.
3. Landscaping your yard.
4. Planning a function or event.
Populate the project charter document for your small project. You will have already done this in workbook 1, but given you have been through the entire course material and that you have a much stronger understanding of all ten functions of project management, you will now be better equipped to populate a quality scoping document.
Access a template for your Project Charter in this link.
Generic Project Management Templates
 (Username: cstclearner Password: CstcPty@123)
Download “Project Charter Template” under Integration
Revisit Activity 16 in Learner Guide 1 and make modifications where needed using information found from other activities in the Learner Guides completed to date. 



[bookmark: _Toc341706275][bookmark: _Toc380410766][bookmark: _Toc479850323]2.2 Your Project Plan 
Throughout the Learner Guides, you have populated a number of templates and answered numerous activities covering all ten functions of project management. These will give you enough information to create an entire project plan.
When you create a project plan, it is best to start with creating all the appendices (all the tables you have completed in the Learner Guides), then create the front of the project plan. Then you will need to add the Gantt chart and the various tables and forms you populated as appendices.



Activity 2:
	In this activity, go back to Activity 17  in Learner Guide 1 and revisit the:
· Document management
· Project registration
· Executive summary
A sample completed project plan can be viewed at the following link. You should refer to the sample project plan you have used in the case study assessments.
Sample Project Plan
(Username: cstclearner      Password: CstcPty@123)




	[bookmark: Text9][bookmark: _GoBack]
     







Activity 3:
	Populate the Integration Management Plan using information from the activities in the first Learner Guide. 



	
     















	Integration Management Plan

	1.1. Methodology
Record the project management methodology to be followed throughout the project.
     

	1.2. Change Control
Record what formal process will be used to propose, assess and authorise changes in scope.
     

	1.3. Performance Reporting
Record how performance (achievement, deliverable, completion …) will be measured and reported.
     

	1.4. Audit
Record what independent process will be followed to monitor and verify all project related work. 
     

	1.5. Dependencies
Record all related and or inter-dependent projects impacting the performance and delivery of the project.
     




Activity 4:
	Populate the Scope Management Plan using information from the activities in the second Learner Guide. 

	

	Scope Management Plan

	2.1. Deliverables
Record the key process and/or output (as built) deliverables required throughout the project.
     

	2.2. Inclusions
Record what will be (explicitly) included in the specification for the project.
     

	2.3. Exclusions
Record what will be (explicitly) excluded in the specification for the project.
     

	2.4. Handover
Record the necessary provisions to ensure the deliverable can be handed over to the sponsor/client on the closure of the project.
     




Activity 5:
	Populate the Time Management Plan using information from the activities in the second Learner Guide. 

	

	Time Management Plan

	3.1. Schedule
Record the details of all phases, stages and tasks (using a work breakdown structure format) required to be performed for the project including calculations, confidence and contingencies.
Schedule all project work using a Gantt chart (bar chart or similar).
     

	3.2. Milestones
Record all key milestones and or deadlines due throughout the project.
     






Activity 6:
	Populate the Cost Management Plan using information from the activities in the second Learner Guide. 

	

	Cost Management Plan

	4.1. Budget
Record the amount of funding required for the project.
     

	4.2. Estimating Methodology
Record the amount of funding required for the project.
     

	4.3. Confidence Level
Record how accurate these figures are.
     

	4.4. Contingency
Record if any contingency funds will be required.
     

	4.5. Source of Funds
Record where the funds will be accessed and the approvals and/or documentation required.
     

	4.6. Cash Flow
Record the cash flow projection for the project. 
     




Activity 7:
	Populate the Quality Management Plan using information from the activities in the second Learner Guide. 

	

	Quality Management Plan

	5.1. Quality Management
Record all required standards and definitions of quality required by the project.
Record how quality will be designed into the project with reference to:
· quality planning
· quality assurance
· quality control
· quality (continuous) improvement.
     



Activity 8:
	Populate the Human Resource Management Plan using information from the activities in the third Learner Guide. 

	

	Human Resource Management Plan

	6.1. Stakeholders
Record the details (role, responsibility, information needs …) of all stakeholders for the project.
     

	6.2. Resource Capability
Record the information supporting the resource assignments (hours, rates, availability, training …) for the project.
Include reference to equipment, facilities and materials where required.
     


Activity 9:
	Populate the Communications Management Plan using information from the activities in the first Learner Guide. 

	

	Communications Management Plan

	7.1. Organisational Structure
Record the appropriate organisational structure required by the project.
     

	7.2. Escalation
Record what processes are in place to handle conflict and dispute resolution. 
     


Activity 10:
	Populate the Risk Management Plan using information from the activities in the fourth Learner Guide. 

	

	Risk Management Plan

	8.1. Constraints
Record all constraints that will restrict the performance and delivery of the project (and possible treatment strategies).
     

	8.2. Assumptions
Record all assumptions (accepted as correct) that will impact the performance and delivery of the project.
     

	8.3. Potential Issues
Record all potential issues impacting the performance and delivery of the project (and possible treatment strategies).
     

	8.4. Risk
Record all internal and external sources of risk in a risk register, including:
· probability
· consequence
· priority
· strategy
· accountability
· review. 
     




Activity 11:
	Populate the Procurement Management Plan using information from the activities in the third Learner Guide. 

	

	Procurement Management Plan

	9.1. Procurement Management
Record all information supporting the decision to make or buy. This should include reference to:
· Procurement planning.
· Solicitation planning.
· Solicitation.
· Source selection.
· Contract administration.
· Contract close-out.
     




[bookmark: _Toc341706276][bookmark: _Toc380410767][bookmark: _Toc479850324]Project Closure
[bookmark: _Toc341706277][bookmark: _Toc380410768][bookmark: _Toc479850325]3.1 Administrative Closure of a Project 
Administrative closure involves bringing to completion all internal aspects of the project concerning team members, management, other stakeholders, financials, and equipment. The following processes ensure no loose ends are left dangling.
Depending on the size of the organisation you work for, the administrative closure can be as simple as paying the final invoices and delivering the project deliverables. However, if you work for a larger organisation, the project closure process could be significantly more complex.[image: C:\Users\MUBASHER\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\J8TBWWPO\MP900442451[1].jpg]
The following checklist covers the sequence that should be followed once the final project task has been complete:

Wrapping up:
1. Compile a list of any outstanding items from the project that project team members may have missed.
2. Conduct a risk review of all the project risks.
3. Conduct a lessons learnt session with your project team, documenting the lessons learnt throughout the project.

Procurements:
1. Go through the contracts you have procured and ensure all contractors have fully met their obligations for the project. Follow up any outstanding items.
2. Contact your finance team to ensure all invoices have been paid, and all payments required before the end of the project have been received. Follow up any outstanding items.
3. Close all procurement contracts (this must be done before the administrative closure).




Human Resources:
1. Provide information to functional managers on the performance of project team members during the life of the project.
2. Ensure a smooth transition for all project team members into new assignments (either a new project or returning to functional areas). This needs to be done with sufficient lead time to ensure meaningful work assignments can be made.

Administration:
1. Complete the final accounting of the project budget – income and expenditure.
2. Update the Project Charter Document if needed.
3. Update the project plan to show:
a. All tasks complete in the project Gantt chart and other documentation.
b. The inclusion of any financial final audits and financial reports.
c. All project financial data updated to reflect the information in the project audits and financial reports.
d. The Risk Reviews and Risk Management Plan updated with the latest information to the extent the information can be quickly transferred to the project plan of a future similar project.
e. The lessons learnt documentation has been added.
f. All change requests included, Change Register updated and all colour coding within the project plan updated as per the change management process.
g. Finally, the version control updated.

Reporting:
1. Write the project report.
2. Provide the draft report along with the completed project charter document and project plan to the project steering committee members.



Project Closure Meeting:
1. Meet with all project steering committee members (project sponsor, project manager and their supervisor, etc.).
2. Complete final payments, delivery.
3. Sign off on project charter, project plan and project sign off the document.

Archiving:
1. Project archiving checklist printed off.
2. Signed project plan, project charter, and project sign off archived.
3. Remaining archiving completed with archive checklist all filled in and filed with the files.

[image: C:\Users\MUBASHER\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\64R82UB7\MP900423066[1].jpg]With regards to human resources, you will probably require the assistance of your project team to perform some of the project closure work. You should, therefore, avoid releasing them back into their functional areas until the project closure process is complete.
Your organisation may differ in the above process, but all of the above needs to be considered to ensure the project handover is complete, all relevant documentation signed off and archived to show a legal closure to the project.
This will ensure there are no loose ends left unattended.


Activity 16:
	Discuss the closure process you will adopt for your small project covered in previous activities. 

	

	     



[bookmark: _Toc341706278][bookmark: _Toc380410769][bookmark: _Toc479850326]3.2 Lessons Learnt Review Meeting
At the close of a project, when things are fresh in everyone’s minds, the project team needs to conduct a review session where issues are discussed and lessons learnt are documented.
The team should discuss the lessons that have been learnt in the project, and document them so they can be viewed before any future projects. During the meeting the following areas should be considered:


Integration
· Requirements of the project sponsor.
· Clarity of the project plan.
· Change management process.

Scope:
· Clarity of the project objectives.
· Achieving the scope of the project.

Time:
· Achieving the project in the planned timeframes.

Costs:
· Achieving the project within the planned budget.
· Payment of invoices.

Quality:
· Meeting quality requirements.
· Testing and auditing processes.

Human Resources:
· The cohesiveness of the project team.
· Supervision of the project team.
· Conflicts between each team member’s project commitments and their operational commitments.
· Recruitment of project team members.
· Training and monitoring project team members.

Communications
· Formal reporting processes.
· Clarification of communications.
· Effectiveness of informal communications (e-mails, team meetings, etc.).

Risk
· Risk planning process.
· The effectiveness of risk management plans for dealing with incidents when they did occur.

Procurement
· Tendering processes.
· Selection of contractors.
· Management of contractors.
· Quality checking work of contractors prior to payment of invoices.

Once the lessons learnt have been documented, they need to be filed in an easily accessible location so they can be reviewed prior to commencement of a similar project.[image: C:\Users\MUBASHER\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\64R82UB7\MP900426465[1].jpg]
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[bookmark: _Toc336443259][bookmark: _Toc338616593][bookmark: _Toc338621869][bookmark: _Toc341706280][bookmark: _Toc380410771][bookmark: _Toc479850328]4.1 What have we learned?
Congratulations, you’ve reached the end of the fifth and final Learner Guide!
To summarise what you have learnt in this subject:
1. Project Integration.
Introduction to integration.
2. The Project Plan.
The scoping stage – revisiting the project charter, your project plan.
3. Project Closure.
Administrative closure of a project, lessons learnt review meeting.
Please review any of the above areas that you are still not familiar with.
[bookmark: _Toc336443260]
[bookmark: _Toc338616594][bookmark: _Toc338621870][bookmark: _Toc341706281][bookmark: _Toc380410772][bookmark: _Toc479850329]4.2 What next?
Now that you have completed the final Learner Guide, you are now ready to commence working through Workbook 5.



End of Document
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