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Here are some things that may happen during a project:

People still have

their day-to-day

work (on top of
project work)

New needs
Q: Once the project team starts
working on tasks, how will you
keep the project moving
forward?

Maintaining the Someone gets
momentum, Keeping people sick, goes on

especially for a in-the-know vacation,

lengthy project retires...

Suggestions for monitoring your project plan:

1. Set up a schedule to check your project plan (daily, every other day, weekly,
etc.) and stick to it. Use a recurring calendar event to prompt you.

2. Know what's happening this week, what's coming up next week, and follow
up on overdue tasks.

3. Check in with the project team and make sure they know the expectations
for updating their tasks in the plan.

4. Track new tasks. Encourage team members to help with this.

5. Track risks and issues. Add a “Risks & Issues” agenda item as part of your
status meetings. plan to review weekly.

6. Keep the momentum. Celebrate small wins and make progress visible.
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SOFTWARE TIPS

3. Inform TS Senior L Jan

P Request fom L

Excel/Sheets Project Management Software

e Filter by due date e Set automated alerts/emails to
remind team members (and you, if
desired) of upcoming due dates.
Example: 3 days from now Task X is
e Use conditional formatting or due

formulas to highlight past-due items

e Use color-coded statuses to flag
progress

e Use the calendar view to better see
e Adda“Change Log" tab for any tasks
updates e Create an “Overdue Tasks” view

e Use @mentions and in-task
comments to provide updates

e Create a dashboard with widgets like
progress bars and charts to indicate
progress

What to do when things don’t go as planned:

e If a critical issue pops up...

— Talk to the Project Sponsor (and Steering Committee, if you have one) as soon
as you are aware of anything that impacts scope, time, or cost

— Examples: Scope creep, scheduling changes, issues that need resolution,
purchasing delays, etc.

e If your Sponsor decides on a change...
— Make a note on the status report and inform everyone on the Project Team
— Update your project plan, documents, communications, etc.
— Inform the stakeholders, if necessary
e Reminder!
— Always be on the lookout for potential risks

— Discuss at status meetings and encourage staff to bring potential risks
forward
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