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# Quick and easy techniques
to keep you on time
and within budget

+ Idiot-proof steps for _
planning, executing,and |
controlling your project

+ Valuable tips to keep |
your project on track

Sunny and Kim Baker




Simplicity

K.I.S.S.
“Keep It Short and Simple”






Simplicity

“Everything should be
made as simple as
possible, but no simpler.”

Albert Einstein






Simplicity

“It seems that perfection is
reached not when there Is
nothing left to add, but when
there i1s nothing left to take
away.”

Antoine de Saint Exupery
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Simplicity

“I wouldn’t give a fig for the
simplicity on this side of
complexity; | would give my life
for the simplicity on the far side
of complexity”

Oliver Wendell Holmes Jr.



SECOND EDITION
The Visual Display
of Quanttative Information
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Envisioning Information
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Simplicity

“Simplicity is the ultimate
sophistication.”

_eonardo da Vinci
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THEONE PAGE
PROJECT
THE ONE-PAGE

PROJECT
MANAGER FOR
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PROJECTS OF ANY SIZE, ANY TYPE,
ANY BUDGET...

MANAGED FROM A SINGLE SHEET
OF PAPER

CLARK A. CAMPBELL == !
COMMUNICATE AND MANAGE

ANY PROJECT WITH A SINGLE
SHEET OF PAPER

CLARK A. CAMPBELL



5 Components
MANAGER

12 Building Steps

PRO]ECTS OF ANY SIZE ANY TYPE,
ANY BUDGET...

MANAGED FROM A SINGLE SHEET 5 Reporting Steps

OF PAPER

CLARK A. CAMPBELL




Components

Objectives: The What & Why
Owners: The Who

Tasks: The How

Timeline: The When

Cost: The How Much



Timeline Cost

Plan vs Performance Budget vs Actual

Obijectives




Owner Timeline
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The One-Page Project Manager™
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“The spreadsheet can represent an
——— % excellent lowest common denominator to

fi n is h create your project plan.”

what you 3 o o
Communicating what is goingon ... The

Sta rt answer is to visualize the project plan.”

TEN EUREFINE WAYE T@

QELIVER YOUR PROJECTS @N

TIME BHD ON HUDELE

= = “A visual view of your project increases the
ability of others to understand deadlines,
dependencies, and its progress to date.”

“There is no such thing as too much communication on a project.
Yes, it’s time consuming and might not appear to produce
immediate results, but trust me this is the big one.”



ALPHA “Of all the attributes that separate the Alpha
PROJECT ¥ group from their peers, communication presents
_MQNQGEHSI the most striking difference.”

WHAT THE

TOP 2% KNOW
THAT EVERYONE ELSE “Among practically everyone who touches a

DOES NOT
project, there is a general awareness that

communication could be better; a staggering
91% of project managers ranked their effective
communication higher than their collective
stakeholders did.”

Andy Crowe

“Few topics evoked the emotional responses that
communication did . . . this was their single greatest need.”
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PLANNING
— Problem Analysis
— Stakeholders

— Objectives —
(SMART) Q‘Pc??:u(es; MENTOR

MANAGING
PROJECTS

Line Up Resources = Set Deadimes + Monitor Badgets » Create Reports

BUILD-UP :
— Team ) »

Expert Solutions to Everyday Challen;;es
 Skills

e Commitment
e Thinking
— Plan
e Tasks (WBS)
e Schedule (CPM, PERT, Gantt)

e Budget (Capital, Expense,
ROI)

IMPLEMENTATION

— Manage Process (People)
— Deliver Results

e Triple Constraints (S,T,C)

— Communicate Progress

* Efficient & Sufficient
e Candid & Timely
e Why & What Next

1

PHASE OUT

Close — Appreciate

Evaluate — record of lessons
learned

Next Steps — “Future better,
beyond your present best”
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THEONE PAGE 5 Components

PROJECT
1

ANY BUDGET...

MANAGED FROM A SINGLE SHEET 5 Reporting Steps

OF PAPER

CLARK A. CAMPBELL



Project: Award Distribwution Center {ADC) Diate: Dec. 1,1994

Aweard Contracks

Zite Demalition

Epztem Eoftware Design
Coemputer Hardware Epecifications
“warkstation Deziqn

Parking and Landscape:
Footings and Foundations
Columnz and Ecams

Foof Cap

Fain Floor Finizh

Exterior and Glass
Cemputer Hardware Inzkalled
Pack Inztalled

Automated Cranes Installed
Conveyors Installed
Software Dezigned and Inztalled
Idzer Training

Pzzzanine: Flaor Finish
“w'ork Staticn and Furnikure
warker Tranzition

Invenkory Transfer

Eraffing
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Major Tasks

LLETE
klaus
Oaye

Feople Deployed

Euilding Complete
Systems Operational

Objectives Building £6.0 Millizn

Eystem $35.0 Million

Summary & Forecast | Feople $0.5 Million

The &0C Project iz scheduled ko skart January 1, 1335 and be completed by December 31, 1335,
It il cosk $10 PAillion dollars and will deliver an initial RO of 30%,




Project Leader: Clark Camphbell Project: Award Distribwution Center {ADC) Diate: Dec. 1,1994
Project Objective: Reengineer Distribution - 303 ROl
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Objectives | Building £6.0 Millizn

Eystem $35.0 Million

Summary & Forecast | Feople $0.5 Million

The &0C Project iz scheduled ko skart January 1, 1335 and be completed by December 31, 1335,
It il cosk $10 PAillion dollars and will deliver an initial RO of 30%,




Project Leader: Clark Camphell
Project Objective: Reengineer Distribution - 30 ROI

Project: Award Distribwtion Center {ADC)
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Project Leader: Clark Camphbell

Project: Award Distribwution Center {ADC)
Project Objective: Reengineer Distribution - 303 ROl

Diate: Dec. 1,1994
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Eystem $35.0 Million

The &0C Project iz scheduled ko skart January 1, 1335 and be completed by December 31, 1335,
It il cosk $10 PAillion dollars and will deliver an initial RO of 30%,




amiphell Project: Award Distribwution Center {ADC) Diate: Dec. 1,1994

Oistribution - 30 ROI
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The ADC Project iz scheduled ko stark Januwary 1, 1335 and be completed by December 51, 1335,
It weill cost $10 MAillicn dallars and will deliver aninitial RO1of 5305,




Project Leader: Clark Camphbell Project: Award Distribwution Center {ADC)
Project Objective: Reengineer Distribution - 303 ROl
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Project Leader: Clark Camphell
Project Objective: Reengineer Distribution - 30 ROI
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Project Leader: Clark Camphell Project: Award Distribwtion Center {ADC) Date: Dec.1,1994
Project Objective: Reengineer Distribution - 30 ROI
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Project Leader: Clark Camphbell Project: Award Distribwution Center {ADC) s Dec.1,1994
Project Objective: Reengineer Distribution - 303 ROl
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Project Leader: Clark Camphbell Project: Award Distribwution Center {ADC) s Dec.1,1994
Project Objective: Reengineer Distribution - 303 ROl

Fhjralinra H:ior Tazk= Project En-EItttd Bl: Dec. 31, 1995 Dwner 1 Prinrit:
o Award Contracts &

Zite Demalition & E
Epztem Eoftware Design - E
Coemputer Hardware Epecifications
“warkstation Deziqn

Parking and Landscape:

Footings and Foundations
Columnz and Ecams

Foof Cap

Fain Floor Finizh

Exterior and Glass

Cemputer Hardware Inzkalled

Pack Inztalled

Automated Cranes Installed
Conveyors Installed

Software Dezigned and Inztalled
Idzer Training

Pzzzanine: Flaor Finish

“w'ork Staticn and Furnikure
warker Tranzition

Invenkory Transfer

Eraffing

=

L e T i L R L

mmm: oo

M>mmmMmrmir=m 0

Internal Eoftware Operational;
External Software Operatio
Integrakion Toftware Opeg
Full Consalidation Operat

G Live On Time

Fmm m xmEI-mmmmmomcmm

mmm
bl e e

Major Tasks

klaus
Oaye

LLETE

Feople Deployed

Euilding Complete

Systems Operational

Objectives Building 1607

\ Eystem $35.0 Million
Summary & Forecast Feople $0.5 Million

The &0C Project is scheduled ko skart January 1, 1335 and be complebed o
It il cosk $10 PAillion dollars and will deliver an initial RO of 30%,




Project Leader: Clark Camphell
Project Objective: Reengineer Distribution - 30 ROI

Project: Award Distribwtion Center {ADC)

: Dec.1,1994

Eowill cost 310 Millicn dallars and will deliver aninitial RO1of S0%,
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2 L'n
o w Objectives Eilding 16.0 Millian
w Costs
Eystem $3.0 Millian
Summary & Forecast | People $0.5 M
The ADC Project iz scheduled ko stark Januwary 1, 1335 and be completed by December 51, 1335,




Project Leader: Clark Camphbell Project: Award Distribwution Center {ADC) Diate: Dec. 1,1994
Project Objective: Reengineer Distribution - 303 ROl

Fhjralinra H:ior Tazk= Project En-EItttd Bl: Dec. 31, 1995 Dwner 1 Prinrit:
o Award Contracts &

Zite Demalition & E
Epztem Eoftware Design - E
Coemputer Hardware Epecifications
“warkstation Deziqn

Parking and Landscape:

Footings and Foundations
Columnz and Ecams

Foof Cap

Fain Floor Finizh

Exterior and Glass

Cemputer Hardware Inzkalled

Pack Inztalled

Automated Cranes Installed
Conveyors Installed

Software Dezigned and Inztalled
Idzer Training

Pzzzanine: Flaor Finish

“w'ork Staticn and Furnikure
warker Tranzition

Invenkory Transfer

Eraffing

=

L e T i L R L

mmm: oo

M>mmmMmrmir=m 0

Internal Eoftware Operational;
External Software Operational;
Integrakion Toftware Operational;
Full Consalidation Operational
G Live On Time

Fmm m xmEI-mmmmmomcmm

mmm
bl e e

Major Tasks

LLETE
klaus
Oaye

5 2o

Feople Deployed

Euilding Complete
Systems Operational

Objectives Building £6.0 Millizn

Eystem $35.0 Million

Summary & Forecast | Feople $0.5 Million

The &0C Project iz scheduled ko skart January 1, 1335 and be completed by December 31, 1335,
It il cosk $10 PAillion dollars and will deliver an initial RO of 30%,




THEONE PAGE 5 Components
PROJECT

MANAGER

12 Building Steps

5 Reportmg Steps



The 5 Reporting Steps

1. Bold the report date
2. Fill In major task progress

3. Designate qualitative
performance

4. Report expenditures

5. Write summary and forecast



Project Leader: Clark Camphbell Project: Award Distribution Center (ADC)
FProject Objective: Reengineer Distribution - 303 ROI

D Mar. 31,1995

i!ir-li-r-

hhinr Tﬂs Project En-EItttd B:: Diec. 31. 1335

&>
&

Dwuner f Pricrity

Award Conkracks L
Zite Demaliticn L ]
Epstem Foftware Dezign
Computer Hardware Zpecifications
warkstation Dezigqn

FParking and Landzcape

Footingz and Foundations
Calumns and Beams

Raoof Cap

Flain Flaar Finizh

Exterior and Glass

Ceomputer Hardware Installed

Fack Installed

Automated Cranes Installed
Ceanveypors Installed

Software Dezigned and Installed
Llzer Training

FAczzanine: Floor Finizh

"wark Station and Furniture
Wwarker Tranzikion

Inwentory TransFer

Eraffing

[T R R U
. bbb

E
E

[

mmm: ekl

ME>mmmEm>>xm 0

Internal Foftware Operational;
External Eaftware Operational;
Integraticn Eoftware Operational;
Full Conzalidation Operational
S Live Oin Time

Fmm m| =mmmmmmomOmm

Fmmm
o

Building Complete
Systems Operational
Feaople Deployed

Major Tasks

W ayne
Klaus
Dave

Objectives $2.1 Million

Euilding $5.0 Millicn

£0.3 Millicon Eyskem £3.0 Millicn

Summar orecast Paaple 0.5 Million

The inkegration of new software with currenk sustems iz proving more complex than expecked. The modest cost averruns are expecked o be recoyvered.

Euilding chanqe arders are being kept bo o minimum. The transition beam leaders have been identified and are now invalved.
“w'e continue en-track ko meck our timing, budget, and ROl abjeckives,




Project Leader: Clark Camphbell Project: Award Distribution Center {(ADC) Date: Jul. 31,1995
Froject Objective: Reengineer Distribution - 303 ROl

Fhjralinea Major Tazks Project Completed By: Dec_ 31, 1335 Owner ! Priority
b Aveard Conkracts &

b Zite Demolition O =
Eystem Software Deziqn E
Computer Hardware Specifications
‘w'arkstation Desiqn

Parking and Landzcape

Fookings and Foundations
Columnzs and Beams

Foof Cap

FAain Flaor Finizh

Exterior and Glass

Computer Hardware Installed

Rack Inztalled

Aubomated Cranes Installed
Caonyeyars Installed

Eoftware Dezigned and Installed
Izer Training

PAeazanine: Floor Finish

“whiork Station and Furniture
‘wharker Transition

Inventary Transfer

Ekaffing

L
L
c

L 2 i
LR R B A MR
* bbb

mmm: kW

Mxmmoxmk>>m 0

Internal Eoftware Operational;
External Software Operational;
Inteqrakion Foftware Operakional;
Full Conzalidation Operational
G Live On Time

Fomm M FM>mmmmommo:mm

> mmm
ol

Major Tasks

W ayne
klaus
Oave

Building Complete
Systems Operational
People Deployed

| $2.1 Million | System $3.0 Million

Summary & Forecast People 3005 Million

The major system Failures have been correcked but are sl running too shaswly,
Heawy rains and mud have delagped canstruction. Plans are in place o cakch up.
Plecking our qo-live abjective of Oec. 31 remains in jeopardy but we are maore optimiztic than lazt month.




ORE -

o |Project Leader: Clark Camphell

e

Project: Automated Distribution Cemter (ADC)

Froject Objectiwe: Resngine=r Distribution - 20% ROl

Drate: 11530085

Ubjectives

Wajor Tashs Fropd Completed By Dec 239, 1530 Uhwreer & Prionty
[ ] 1 Award Contacts [-] [ ] A
L ] [?  Sibe Demoliion L ] L ] A B
L ] 3 Swetemn Software Design L ] L ] L ] L ] B A B
L K Computer Hardware Specifications L L L A
# B Wodistation Design L] & L ] & & B C A
L K Paking and Land=scape L L L L A B
L [f  Footings and Foundaions L L L L A
L E: Columnsand Beams L & L i
. 5 Foof Cap L ] L ] L ] )
> 10 Main Floar Finish L ] L ] L ] L ] BAEEE B
L 11 Bsterior and Gass L L L L L A B
L ] 12 Computer Hardware hstalled * L B AC
* & 123 Fack hsiallked L ] L ] B A B
* & 14 - Automated Cranes Ins@lled L ] o B- oA -B B
* & 15 Coneywors hztdled & L ] L B iAL L B B
0 16 Sotware Designed and hstaled L ] L ] L ] L ] L ] L ] L ] L ] L ] L ] & o B A B
® N7  User Training L ] L ] L L AiC B
> 18 Mezzanine Floor Finish L L L L A B B
® 0 Wiork Station and Fumiture & & & & & & & & -] & & B B iy
® 0 Wodeer Transition . B A
® 1 hventory Transter & o A B B
® 2 Safing & L ] & L ] & B o
L o htemal Sotware Opergtional; s B
s B Bsemal Sotware Operationd ; R, T BoA
L C  hntegration Sotuware Opergional; I B o B
2 oo CFull Consolidation Dparational B A B
= 2 O|E Go live On Time A A
273 . 2ig . 9/8i5. 9 9 gig gipglele sials
= 4 Najor Tasks = & e ot i = = i s & [=riE b=t et m
ai-=ie 0, m = = =] § ] = 5 m = =
Epimye Al Sofat B b= S F twme o 2iE adis
G gﬁ'fﬁ'
FaRnalt
SHELS
@ % " | cbjectives | 3530 | Building $5.0 hillion
ol Cost=s

Surmmary & Forecast

| People F0.5 hilion

£3, 20 . Systern $2.0 hllion

Project wil be completed ontime.

Systemcost overmuns are maore than offsst by s3wngs s=cured inthe construdion process.
&= are confident thatthe remaining sofbware issues wil be resoheed and adequate for go-live. Refinements will still be required .

|Pecplke hawve been frained, ard a@= ansiousto begn Ul operation.




“Often the most effective way to describe, explore,
and summarize a set of numbers — even a very
large set —is to look at pictures of those numbers.
Furthermore, of all methods for analyzing and
communicating statistical information, well-
designed data graphics are usually the simplest
and at the same time the most powerful.”

The Visual Display of Quantitative Information
Edward Tufte, Professor Emeritus, Yale University






Puzzling Projects

Timeline

T il A The One-Page
Project Manager™

S K

wdobeuely 103loug
abed-auQ ay|

Objective

The One-Page
Project Manager™

Solved with OPPM

The One-Page
Project Manager™




Communicate with
Competence,
Credibility and

Confidence



Thanks
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