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[bookmark: _Toc414602850][bookmark: _Toc523901481]WRITTEN QUESTIONS

	1. Below are the different stages of the lifecycle of a project. Match each lifecycle stage to its correct description.
Write the letters that correspond to your answers in the spaces provided.

	

	
	Stage
	Description

	c
	Scoping
	a. It is during this phase that a project management plan is developed all comprehensive of individual plans for – cost, scope, time, quality, communication, risk and resources. Some of the important activities that mark this phase are -making WBS, development of schedule, milestone charts, GANTT charts, estimating and reserving resources, planning dates and modes of communication with stakeholders based on milestones, deadlines and important deliveries. 

	a
	Planning
	b. It is in this phase that the project deliverable is developed and completed, adhering to the plan as developed in the previous phase. The project execution and project monitoring and Control are the 2 phases that mostly occur simultaneously. A lot of project management tasks during this phase capture project metrics through tasks like status meetings and project development updates, status reports, human resource development and performance reports. 

	b
	Implementation
	c. A project is formally started, named and defined at a broad level during this phase. Project sponsors and other important stakeholders perform their due diligence on whether or not to undertake a project, or choose to undertake one project over another. Depending on the nature of the project, feasibility studies are conducted or as it may require.

	e
	Monitoring
	d. It includes a series of important tasks such as making the delivery, relieving resources, reward and recognition to the team members and formal termination of contractors in case they were employed on the project.

	d
	Closing
	e. This phase mostly deals with measuring the project performance and progression with respect to the project management plan. Scope verification and control to check and monitor for scope creep, change control to track and manage changes to project requirement, calculating key performance indicators for cost and time are to measure the degree of variation if any and in which case corrective measures are determined and suggested to keep project on track.



	2. Consider a project that you are currently working on or you would most likely work on in the future. 

Provide an outline of typical project phases that would take place during the Implementation Stage of this project.

	

	Project : Complete Renovation of Caval Ridge Mine Crib Facilities 
A sequential phase-to-phase approach will be used during these renovations in order to limit crowding within work area.
During implementation the work phases will be broken up for each contractor to achieve their goals based on timeline and availability.
1. Demolishion - Remove redundant walls and furniture  
(Labour hire company) 5 days allowed
2. Construction - New walls and ceiling put in place 
(Carpenter contractors) 10 days allowed
3. Plumbing and Electrical -Rough in for plumbing and electrical 
(Electrical and plumbers supplied by BHP mine opps, on-call available Wednesdays, Thursdays)   3 days allowed
4. Gyprock and final trims 
(Carpenter contractors) 5 days allowed 
5. Painting - BHP yet to accept quote, possible new contract being facilitated
Whilst the physical implementation is being conducted by contractors, project management team will need to monitor all progress and provide status updates and project performance reports directly to BHP engineering team. 





	3. The following are various structures in which the Implementation Stage of the project can be carried out. Match each structure to its correct descripition.

Write the letters that correspond to your answers in the spaces provided.

	

	Structure
	Description

	d
	Sequential phase-to-phase relationship
	a. Projects intended to respond to high levels of change and ongoing stakeholder involvement. Also very iterative and incremental but differ in iterations being very rapid (2-4 weeks) and are fixed in time and cost.

	e
	Overlapping phase-to-phase relationship
	b. The project phases (more commonly known as iterations) repeat one or more project activities as the project team’s understanding of the product increases.

	c
	Predictive life cycle
	c. The project phases repeat one or more project activities as the project team’s understanding of the product increases.

	b
	Iterative/incremental life cycle
	d. In this structure, a new phase starts only when a previous phase is complete. The step-by-step nature of this approach reduces uncertainty, but may eliminate options for reducing the schedule.

	a
	Adaptive Life Cycle
	e. This is where a phase starts prior to the completion of a previous one. This can sometimes be applied as an example of the schedule compression technique called fast tracking. Overlapping phases may increase risk and can result in rework if a subsequent phase progresses before accurate information is available from the previous phase.





	4. Which of the following are activities that usually take place as part of the closing of a project?

Select all that apply.

	

	|_|
	a. Project evaluation

	|_|
	b. Warrantee requirements

	|_|
	c. Create communications log

	|_|
	d. Develop project management plan

	|_|
	e. Writing and delivery of project final report

	|_|
	f. Finalisation of accounts and other financial documentation

	|_|
	g. Delvelop project charter

	|_|
	h. Handover of project deliverables

	|_|
	i. Settling of financial liabilities

	|_|
	j. Project evaluation

	|_|
	k. Identify stakeholders

	|_|
	l. Signing off by the project sponsor

	|_|
	m. Finalise lessons learnt documentation and communicating it where needed

	|_|
	n. Transition of responsibility or ownership of project deliverables or products

	|_|
	o. Archiving of project documentation




	5. The following are different methodologies used to break project objectives into achievable project deliverables. Match each of the following to its correct description.

Write the letter of your answer in the spaces provided.

	

	Methodology
	Description

	d
	Project governance
	a. A document that formally authorises a project or a phase. It includes the initial requirements that satisfy the stakeholders’ needs and expectations. It provides the overall high level description of the strategies and goals of your project.

	b
	Project management information system
	b. An automated tool, such as scheduling software tool, a configuration management system, and information collection and distribution system or web interfaces to other outline automated systems.

	a
	Project charter
	c. A document covering all the details of the project down to a very detailed level. It can be presented in the form of a Gantt chart or any other document that displays project activities along a timeline.

	e
	Work Breakdown Structure
	d. It provides a management structure for the project manager and their team to deliver the project. It provides the support, processes and tools needed for the project to be delivered.

	c
	Project plan
	e. A document detailing the subdivision of project deliverables into smaller more manageable components.





	6. Below are different types of project governance models. Match each model to its correct description.

Write the letters that correspond to your answers in the spaces provided.

	

	Project governance model
	Description

	b
	Programmatic Based
	a. In this model,  project managers have a high level of authority to manage and control the project resources. The project manager in this structure has total authority over the project and can acquire resources needed to accomplish project objectives from within or outside the parent organization, subject only to the scope, quality, and budget constraints identified in the project.

	c
	Matrix Based
	b. A traditional structure in which program sector managers have formal authority over most resources. It is only suitable for projects within one program sector. 

	a
	Project Based
	c. This model allows program units to focus on their specific technical competencies and allow projects to be staffed with specialists from throughout the organisation.





	7. List two (2) documentation that must be created to record strategies and goals for integration processes. In your own words, briefly describe each documentation. 

Do not exceed fifty (50) words for each discussion

	

	Documentation
	Discussion

	The Project Charter
	The project charter is a broad look at the entire project. The charter is created by the Project Manager for relevant bodies to view, such as clients and sponsors. This will help them get a perspective of what will be achieved, how much it will cost (budget), the timeframe and if it is to the quality required.  

	The Project Plan
	This document is the more detailed step-by-step plan for the project manager to use as their guide. It will have every stage of the project outlined and all outcomes/milestones recorded. It will serve as a reference for project budget, timeline, scope and quaity requirements.   





	8. Consider the communication media you would utilise in project management.

a. List three (3) communication media you would utilise in project management.

b. Discuss how each communication media is applied on various projects.

	

	Communication media
	Discussion

	Phone 
	A direct link to clients or contractors which can be achieved instantly and allows for small matters to be addressed. For example; project manager not happy with quality of concrete finish and contacts contractor by phone to discuss. 
There is no paper trail kept with phone calls, therefore information decided or changes made need to be recorded.
This communication  method is especially favoured when a prompt reply is needed in order to move forward with a decision or phase, particularly outside of business hours.  

	Email 
	Effective way to record all correspondence and an easy way to reference back. Can also send a large number of people the same information. 
For example; A progress report could be sent to all relevant parties via email. 
Would need to consider circumstances where email could be interpreted as impersonal, or where it's too difficult to guage response through written text.

	 Face to face meetings
	Best way to establish a personal connection and to read physical responses. 
For example; meeting with the client of a heritage restoration build to ensure visual understanding of the project intricacies.
Need to ensure notes are taken of information shared in a face-to-face meeting so it's not forgotten and can be later reviewed.





	9. Discuss how each of the following communication methods below is applied on various projects.

a. Verbal communication
b. Non-verbal communication
c. Written communication

In your discussion, include at least one (1) specific example or scenario on how each communication method is applied on various projects.

	

	Communication Method
	Discussion
(with at least one (1) specific example or scenario for each communication method)

	Verbal communication
	Talking face to face, pre-start/toolbox meetings, progress reviews with contractors, open dialogue with client or sponsor.  Example;
Take time to talk/have interactions during construction stage of project with supervisor and workers. 

	Non-verbal communication
	Body language and gestures - The way things are understood can come down to the body language of each member in a project. Messages are easier to understand if accompanied by the correct body language. For example;
Smiling whilst trying to discuss a contractor's time management issues would send mixed messages. 

	Written communication
	Emails, written reports, signage on site, text messages, letters and other written documents - These are used to record communication in a hardcopy and also communicate messages indefinetly and over a distance.
Example; signage posted throughout project site relaying "social distancing regulations and standards" 




	10. List two (2) types of project management information systems (PMIS) and, in your own words, discuss how each is applied in project management.

Do not exceed 50 words for each discussion.

	

	Information systems
	Application

	Microsoft Projects
	Microsoft projects is used to document and record all information needed throughout the project lifecycle. The computer media can be viewed in gannt chart form or excel.
It is designed to assist a project manager in developing a schedule, assigning resources to tasks, tracking progress, managing the budget, and analysing workloads. 

	Primavera
	Primavera is a large scale project management tool designed for multi-faceted projects up to 100.000 phases/ activities.
This is an advanced PMIS which covers project and program management of schedules, costs, resources, risks and issues.




	11. The following are methods used to evaluate information systems and communication processes. Match each method to its correct description.

Write the letters that correspond to your answers in the spaces provided.

	

	Method
	Description

	d
	System quality
	a. A performance measure to evaluate the efficiency of an investment (such as in this case, resources used to facilitate project communication). It measures the return on an investment relative to the investment’s cost.

	b
	Information quality
	b. The information system is assessed in terms of accuracy of output, promptness of output, precision of output, reliability of output, arrival of output, output completions, and output format

	a
	ROI
	c. It is a useful tool for performing retrospective analyses of the characteristics of internal communication. With the help of this model we can obtain several interpretations of the characteristics of project communications which help improve the communication process and also the project management process.

	c
	Internal Communication Analysis Model
	d. The information system is assessed in terms of response time, accessibility, realization of user’s demands, correction of mistakes, model and data safety, system documentation and procedures, system flexibility and system compatibility.
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[bookmark: _Toc523901482]Case Study
[bookmark: _Toc448401042][bookmark: _Toc485881849][bookmark: _Toc523901483]Instructions to Student
These case studies are hypothetical situations which will not require you to have access to a workplace, although your past and present workplace experiences may help with the responses you provide. You will be expected to encounter similar situations to these in future as you work in a project team environment.

In the real world you are likely to encounter the situation where you enter a project, taking over from another project manager. The documentation that is handed over to you is not necessarily up to scratch, and there could be serious issues with the project. This assessment captures that real life scenario.

The case studies are the first part of dealing with “multiple complex projects” required in all the units of this subject. The other assessment covering this requirement is the practical assessment. When you have completed the case studies you will be able to commence the practical assessment which covers the generic skills needed to function as an effective project team member. This assessment on the other hand covers the application of the underpinning knowledge and background theory.


[bookmark: _Toc448401043][bookmark: _Toc485881850][bookmark: _Toc523901484]Introduction
	You have been appointed as a project management consultant to the project team at Awesome Landscapes Pty Ltd. Specifically, you are required to provide independent advice on seeing their current project throughout its entire lifecycle.
You will be working in this project in every case study assessment throughout this course. The project involves the landscaping of a new eco-resort. The company has hired you on the basis of your ability to analyse project methodology, not on your knowledge of the nature of the landscaping work they perform.
At this stage of the project the project charter and project plan have already been developed. You have been assigned to examine the project plan before the project launches in three months’ time. In particular you have been asked the following questions which you will need to provide answers for upon examination of the project charter and the project plan.
The documents you need to complete the succeeding tasks can be accessed by accessing the following links:

Project Charter version 1 (.pdf)
Project Plan version 1 (.pdf)
Project Gantt Chart (.mpp)
Project Gantt Chart (.pdf) 
Project Network Diagram
(username: cstclearner     password: CstcPty@123)


Note: These documents were generated in year 2016. For the purpose of this assessment, refer to ‘2016’ as the current year and ‘2017’ as the succeeding year.






	1. List all personnel (name, title / designation, and company) who are required to sign off on the Project Plan before the project is endorsed for commencement.

Discuss why each personnel you listed are required to sign off on the Project Plan. Do not exceed fifty (50) words for each discussion.

	

	Personnel
	Title / Designation, Company
	Discussion

	Susan Wills
	Program Manager – Massive EcoDevelopment Corporation
	As program manager of entire project including resort and other smaller projects, Susan Wills has final say and must be aware of all contractor companies' plans.

	Stephen Lyons
	Planning Manager - Cascade Peak
Shire Council 
	Stephen must sign off on behalf of the council, determining that the council rules and regulations being met.

	Kate Chan
	Project Manager - Timber Home
Construction Ltd 
	Kate will be managing the construction side of the resort and will be the contact person between both companies. The landscaping will go hand-in-hand with resort construction and deadlines will be arranged through Kate.

	Kim Nguyen
	Director – Awesome Landscapes
Pty Ltd 
	The director of Awesome Landscapes has an obligatory stake in the project and will oversee major decisions to do with project design.

	Sam Ng
	Project Manager – Awesome
Landscapes Pty Ltd 
	The project manager needs to sign off on the plan so that it is accepted by himself, the plan developer and can then become his go-to document.





	2. Review the Project Plan.

a. Does the Project Plan show evidence that the project has been appropriately approved for commencement?
b. Does the Project Plan show evidence that it has been distributed to all stakeholders who are required to have a copy?

Guidance:
If it has been approved and distibuted, indicate which section(s) or page(s) in the Project Plan indicate so. If not, explain what needs to be done to have the project approved for commencement.

	

	a. Yes is does ( Page 6 ) Authorisation Page , Approval box is ticked.

	b. On page 1 , The Distribution list shows all 6 stakeholders have signed on the 28th of May indicating they have received a copy of the plan. 



	3. How will the Project Outcomes be reported?

	

	To ensure the steering committee is kept informed of the progress of the project, reports need to be created by the project manager.
• Performance reporting will occur immediately after a change request has been signed. If three months elapse following a change request or previous report, another report needs to be created.
• The report must use the standard template provided in Appendix 39 of the project plan.
• The project plan must be updated with a new version released showing the status report, and the Gantt chart (and any other relevant documentation) updated to the date of the report in the project plan.
• A lessons learnt evaluation session must also be conducted at the end of the project. To assist with the process, a lessons learnt documentation template has been provided in Appendix 41.
• A final report must be conducted at the end of the project when all stages have been complete. The template for this report is in Appendix 42.
• All reports are to be signed off by the project sponsor before being distributed to all members of the project steering committee.




	4. List all personnel (name, title/designation, company) who must have a copy of the Project Progress Reports.

Discuss why each personnel you listed must have a copy of the Project Progress . Do not exceed fifty (50) words for each discussion.



	Personnel
	Title / Designation, Company
	Discussion

	Susan Wills
	Program Manager – Massive EcoDevelopment Corporation 
	As the project sponsor it will be paramount for Susan to be up-to-date with all progress reports and milestones so she can liaise with other contractors and succsefully manage the larger project. 

	Stephen Lyons
	Planning Manager - Cascade Peak
Shire Council
	Stephen should be included with progress reports so he understands the impacts on the the environment / local council lands and to ensure all regulations are met.

	Kate Chan
	Project Manager - Timber Home
Construction Ltd
	As project manager of Timber Home Constructions, Kate must be aware of our work flow and progress reports will enable her to do this, using the progress information she can plan the construction of the resort and manage her contractors to work in with or around Awesome Landscapes. 

	Robert Hinson
	Project Manager – Massive EcoDevelopment Corporation
	As the Project Manager it will be important for Robert to be up-to-date with all progress reports and milestones so he can liase with other contractors and succsefully manage the larger Project from the Practical side of Eco Development Corporation. 

	Kim Nguyen
	Director – Awesome Landscapes
Pty Ltd 
	Kim will need copies of progress reports to monitor and assess all construction undertaken by his company. Based on information on reports Kim can then direct Sam to make changes or additions to the project plan to meet goals/ timeframes.  

	Sam Ng
	Project Manager – Awesome
Landscapes Pty Ltd 
	Sam will be the conduit for all communications for the Awesome Landscapes project, as the creater of the progress reports he will need to have access to review and adapt the reports.





	5. At which stage of the project life cycle is the project? 

Assume the current date is 7 May 20xx, where 20xx is the current year.

	

	|_|
	a. Scoping

	|_|
	b. Planning

	|_|
	c. Monitoring

	|_|
	d. Implementation

	|_|
	e. Closing




	6. Discuss how Massive Eco-development Corporation is going to maintain effective integration between the three projects? 
Your discussion must be 100 – 200 words in length.
Guidance: Why have the three projects been planned separately rather than being integrated into one single project?  Discuss factors that ensure the effective running of the three projects running together as separate projects.

	

	The projects have been seperated for ease of management. Each individual under-company is able to effectively manage their portion of the larger project using each specialised skillset. 
Massive Eco-development Corp is then able to oversee the entire project by communicating with each stakeholder (project manager) on their progress.
Massive Eco-development Program Manager Susan Wills and Project Manager Robert Hinson will plan and hold regular project team meetings with all steering committee members, these meetings will include:
Project status reports, notice of progress payments, communication of project tasks and milestones reached, change management discussion and paperwork. 
This open dialogue and structured meeting plan will ensure all three projects are able to work in sync and effectively complete the larger project.      




	7. In your own words, discuss each of the following processes involved in the Closing Stage of the project.

Do not exceed 150 words for each discussion.

	

	Payment of Remaining Invoices
	As project manager, it is your duty to hold all accounts and pay invoices. At completion of project and after quality checks have been completed, it is good bussiness practice to finalise all invoices as quickly as possible. Contractors will be grateful and likely future production will be increased and a positive relationship will be maintained.
This stage is when the project manager is able to fully grasp any budget blow outs and tally project costings.  

	Project Closure Meeting Documentation

	The final meeting documents give the project manager a reference for all lessons learnt during the project. 
During future planning processes the project manager will be able to review these meeting documents and pass on prior mistakes/ lessons learnt to all project team. This will help future projects run smoothly and without making the same mistakes. 

	Pre-meeting Audit

	During a pre-audit, a company or individual's financial documents are examined to ensure that all information is correct before the company or individual undergoes an official audit.
By doing this audit, the project manager is confident in all project's records, costings, procedures and can guarantee that an official audit commences with the correct documents and processes being followed.


	Final Project Meeting

	This is an opportunity for entire project team to evaluate the project. The final project report documentation will be complete and handed out to all stakeholders. Official signing over of project to the project sponsor or client.

This is also a good chance to celebrate the successes with project team and discuss lessons learnt for future projects. 


	Final Project Invoice

	The closure of all outstanding accounts owed to project - this will be the last costing and budget adaption and once complete all assests and deliverables can be passed onto neccesary stakeholders. 
The project manager can now accumulate any profits lost or made. 
In most cases the completion of the final invoice is the "nail in the coffin" for the project.  

	Project Archival
	All documents from the entire project are catagorised and stored appropriately. 
Project completion and lessons learnt documents are finalised and reviewed.

This is the final stage of closure and once complete a new project can commence.  





	8. How will the project be monitored?

	

	Most quality assurance will be conducted by the site supervisor as the landscaping work progresses. Any issues will be reported to the project manager. 
All work will be regularly audited by Council building inspectors. In order to foresee any issues, the project manager and project assistant of Awesome Landscapes will conduct regular quality audits on the work completed. It is expected Council will come on site at the beginning of each month. Internal audits will therefore be conducted during the middle of each month.



	9. Review the objectives of the project.
a. Do the objectives of the project align with the business objectives of Awesome Landscapes? Explain your reasoning.
b. Do the objectives of the project align with business objectives of project sponsor organisation? Explain your reasoning.
Each discussion must be between 50 – 150 words.

	

	a. Yes, Awesome Landscapes strives to be a leader in large scale landscaping developments, delivering these projects on time and to budget whilst keeping to their strong belief of using native plants and staying enviornmentally friendly to the surrounds. The key project objectives state that Awesome Landscapes will "complete the planting and landscaping to ensure the resort blends in perfectly with the natural forest. Ensure the forest flora and fauna is minimally impacted by the construction project."  These goals will be acheievable using Awseome Landscapes company mission and vision statements (Page 4 Project Plan). 

	b. Yes, The project objectives will facilitate the creation of an eco resort landscape in a ecologically sensitive area. This at its core is Massive Eco-Development Corporation's main goal. The cascade area is a tourism mecca in summer and winter and with next to no accomadation, the construction of the resort will be a lucrative and environmentally friendly venture. 




	10. Sam has a gut feeling there will be some changes to the project once it commences. A rumour is spreading that there are going to be some additional chalets built requiring the construction of three more retaining walls than what appears in the project plan. He has specifically asked if he can approve and sign off on the extra construction himself knowing there is quite a big contingency budget to the project.
Explain the procedure Sam would follow regarding the construction of the three additional retaining walls.
Your discussion must not exceed 500 words.
Guidance
Answer Sam’s question by providing in your own words a specific procedure for the approval of the construction of three additional retaining walls. When mentioning any people in the procedure, list them by name and job title.

	

	Sam must complete a change request form (these forms are found in the Project Plan appendix 38- page 125), 
The details of the change request form will have to be discussed and negotiated between Sam (Project Manager of Awesome Landscapes) and Susan Wills (Program Director MED "Massive Eco Development"). 
Once a draft has been agreed upon by Susan (MED) and Sam, the draft will be sent to Stephen Lyons (Planning Manager, Cascade Peak Shire Council). Stephen will decide if council approval is needed for proposed changes. If Stephen decides council approval is needed, Susan (MED) will have to follow the application process for approval.
Once the council approval is granted, Sam can adjust the Awesome Landscapes Project plan including adding the change management documentation. Sam will need to add Appendix 37 "Change Register".
As stated in change control 1.3 bullet point 7 (page 11) in the Project Plan, Sam must clearly mark any changes to project documentation using the highlighter colour code.
Sam will organise a full steering committee meeting for all the change management documentation to be reviewed by necessary stakeholders.
This will include - 
Susan Wills (Program Manager – Massive Eco-Development Corporation), 
Stephen Lyons (Planning Manager - Cascade Peak Shire Council),
 Kate Chan (Project Manager - Timber Home Construction Ltd),
 Kim Nguyen (Director – Awesome Landscapes Pty Ltd),
 Sam Ng, Project Manager – Awesome Landscapes Pty Ltd 
If all change request documentation is agreed upon and up to date, the change request form needs to be signed off by:
Susan Wills (Program Manager – Massive Eco-Development Corporation), Stephen Lyons (Planning Manager - Cascade Peak Shire Council), and Kim Nguyen (Director – Awesome Landscapes Pty Ltd).
[bookmark: _GoBack]After the meeting, Sam (Project Manager, Awesome Landscapes) can implement the changes agreed on and begin designating construction duties to his team.  




[bookmark: _Toc433005346][bookmark: _Toc443292693][bookmark: _Toc444260194][bookmark: _Toc523901485]Workbook Checklist	
	When you have completed this workbook, please ensure you have completed all parts of it:
|_| Written Questions
|_| Case Study

IMPORTANT REMINDER
Students must achieve a satisfactory result to ALL assessment tasks to be awarded COMPETENT for the unit relevant to this subject.

To award the student competent in the units relevant to this subject, the student must successfully complete all the requirements listed above according to the prescribed benchmarks.
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