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What’s  going  
on in your
d e partm e nt?

PeopleSoft Examples:

• Integrating PeopleSoft data
with another system

• Performing a security audit

• Moving to a paperless office
with digital documents

• Implementing a new PeopleSoft module, 
like Recruiting

• Establishing a training/onboarding 
program
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Session Goals
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PM TOOLKIT

PLANNING EXECUTION

Start
here

Click here for session handouts

https://www.sdcoe.net/fs/resource-manager/view/778a8c46-1ceb-48b6-844f-d1777bd8e1bd
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Planning Execution Initiation Closure 

1 2 3 4

• Project Charter
• File Repository
• Define/organize the 

work (PM software or Excel)

• Kickoff Meeting
• Stakeholders
• Communications Plan

• Task Monitoring
• Status Meetings
• Status Reports
• Communications to 

Stakeholders
• Go Live

• Lessons Learned
• Survey
• Final Report/Presentation
• Celebration
• Sign Off With Sponsor

The Project Charter 
may begin
during Initiation

P ro jec t  Management  Phases
M o n i t o r i n g  &  C o n t r o l l i n g
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The Project Charter
Authoriza tion  +  Planning   +  Expe c ta tions   +  Clarity
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WHO • Who’s involve d , who’s  d oing  the  work? Who is  this  for? Who’s im pacte d ?

WHAT • What is  the  scope ? What a re  we  d e live ring? What a re  the  risks?
What is  the  cost?

(WHERE) • Which d a tabase , e nvironm e nt, e tc .? Which physica l loca tion, room , 
build ing , e tc .?

WHEN • What is  the  p roje c t sche d ule ? What a re  the  m ile stone s?

WHY • Why are  we  d oing  this  p roje c t?

HOW • How d oe s this  a lign with our m ission and  goals? How will we  know we  are  
succe ssful? How will we  com m unica te  (p roje c t te am , s take hold e rs , e tc .)?

Your well-written, detailed Project Charter
will address a variety of questions.
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Please find
this page!

Can you id e ntify
the  10  ke y ac tivitie s

of the
Exe cution Phase ?
Click here for session handouts

https://www.sdcoe.net/fs/resource-manager/view/778a8c46-1ceb-48b6-844f-d1777bd8e1bd

134.3008
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Key Activities of the 
Execution Phase
Monitor p rog re ss, ke e p  track of the

ca le nd ar and  m ile stone s

1 Monitor the ___________________ frequently.
Team members should update their status and add new tasks.

2 Check in with ______________________ as needed.
Establish rapport with the team; make sure there are no roadblocks.

project plan

team members
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Plan and  cond uct m e e tings,
d e te rm ine  ac tion ite m s and  assign ne xt s te ps

3 Lead _____________ meetings.
Meeting duration and frequency will vary by project.

4 Lead ______________ meetings as needed.
These are typically short daily meetings (15 min).

status

standup

Key Activities of the 
Execution Phase
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Manage  the  p roje c t

5 Identify _______ activities or adjustments to the plan.
Watch out for scope creep (new scope added after the project starts).

6 Monitor __________.
Quickly address any risks.

7 Monitor _____________, if required.
Track project costs.

new

risks

budget

Key Activities of the 
Execution Phase
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Com m unica te  the  s ta tus  of your p roje c t

8 Prepare and send ______________________.
Capture accomplishments, in progress, what’s next, and risks.

9 Communicate _____ and _______ when needed.
Stay in touch with your sponsor, steering committee, and stakeholders.

status reports

up out

Key Activities of the 
Execution Phase
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Go Live  (Be com e  ope ra tiona l)

10
Prepare for ____________.
Sign off on testing (if needed), conduct training (if needed), send 
communications, conduct Go/No Go meeting, be ready for support.

Go Live

Key Activities of the 
Execution Phase
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Take a look 
at the list…
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For the  las t 7 m onths, 
ABC Unifie d  has  be e n 

working  on a  p roje c t to  
im p le m e nt a  ne w 

bud ge ting  syste m .

Ne xt m onth is  Go Live . 
The  te am  has be e n 
working  hard , but is  

the  syste m  re ad y? Are  
the ir use rs  re ad y? 

Go Live = To be com e  ope ra tiona l; the  tim e  a t which 
som e thing  be com e s availab le  for use

?Q: What is  usua lly 
your top  a re a  of 
focus be fore  the  
launch of a  ne w 
initia tive ?
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Testing and Sign Off

Has user acceptance testing been completed?

Have all issues related to going live been resolved?

Has the appropriate party (Project Sponsor or other) given 
acceptance to proceed with moving the delivered system, 
service or product into production?

If applicable, has your Change Control Board been 
notified?

Do we have a backout plan, if needed?

Support Team

Have your support staff been trained and/or provided 
documentation?

Are they prepared to provide ongoing support?

If necessary, has the “service” been added to your service 
catalog?

If necessary, has the vendor been notified that their 
support processes need to be engaged?

Do you have a clear plan for “Day 1” support procedures, 
and has that been communicated to the team?

Training & 
Communication

Has training been provided to employees/users, and job 
aids/videos made available?

Has the go live date and other important information 
been communicated to all project stakeholders?

Go Live Checklist 
(Starting Point)

Go / No Go Meeting
Are  we  re ad y?
Is  it a  go?
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PM TOOLKIT

PLANNING EXECUTION

Click here for session handouts

https://www.sdcoe.net/fs/resource-manager/view/778a8c46-1ceb-48b6-844f-d1777bd8e1bd
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Can you say ‘Ye s’ to  the se ?
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Project Management Toolkit
https://epmo.sdcoe.net

Videos
Files

https://epmo.sdcoe.net/


Enterprise
Project
Management

Office
EPMO@sdcoe.net

epmo.sdcoe.net

https://www.sdcoe.net/administrative-services/technology/epmo
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