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Articles

These articles first appeared in our monthly newsletter, Business Brief (formerly known as Management in Motion). Written by our PMP certified instructors, they are available as either full text for reprinting in your newsletter (with proper citation) or we can supply you with a link to the article on our site if you prefer. 

	Title
	Synopsis
	Location

	12 Steps to Managing Your Time So You Can Have Personal Time
	TIME: You only have so much of it. The first question to ask yourself is, "Where does time fit into the big picture?" What is competing for my attention? The more issues that are competing for your attention, the more time seems to speed by. Are you busy? Really, really busy? That's good, up to a point. But if you find that you are "out of control" kind of busy, could it be that you need to manage your time better? If you said no, you may be lying to yourself. 
	BB – Aug 07

	New Addition

10 Quick and Easy Ways to Earn PDUs for Re-Certification
	If you're like most project managers, the daily business of business often keeps you too busy to worry about maintaining your skills. But one of the requirements of PMP certification is to earn PDUs to prove that you're constantly improving. So, how do you balance working a full-time job with earning 20 PDUs a year - while maintaining some semblance of a real life? Here are 10 of our favorite ideas to get you started.
	BB – Aug 07

	New Addition

Lessons Learned: It's Not Just a Good Idea...
	Call them "Lessons Learned," "Retrospectives," "Postmortems," or whatever you wish; taking the time at the end of each project to look back is almost universally considered to be a good idea. In fact, I can't remember ever having someone tell me that they don't think it is a good idea. "Oh yes!" I am often told, "We should do them!" Should?
	BB – Sept 07

	New Addition

Time Management and the Road Warrior
	If you spend a lot of time on the road, there is a good chance that you probably don't make the best use of all of your time. If you're like many travelers, the time you spend away from the office can give you many, many opportunities to increase your level of productivity and effectiveness. 
	BB – Sept 07

	New Addition

PMP® Exam Quality Primer: The Quality Gurus


	Quality as we know it today is an accumulation of several concepts that together create a comprehensive approach to quality. The views of quality in the PMBOK Guide are focused primarily on three major contributors: W. Edward Deming, Joseph M. Juran, and Philip B. Crosby. Though much of the knowledge necessary to pass the PMP exam is well documented, it may be helpful to have a primer on the quality gurus and programs on which the quality concepts are based.
	BB – Sept 07

	New Addition

Introduction to Earned Value Management (EVM)
	Project managers are expected to know the progress of their projects at all times. Are you meeting expectations? Staying within budget? Staying on schedule? These can be tough questions to answer without the use of EVM. Fortunately, EVM doesn't require a different approach to project planning and management. Rather, it extracts useful information from planning work that you're routinely doing.
	BB – Sept 07

	New Addition

Effective Stakeholder Relationships
	The success of a project depends on meeting both business objectives and customer/user expectations. This article focuses on the people involved in projects because they are the ones who define business objectives, specify requirements, approve projects, do the work of projects, and use the product of the product; in other words the "stakeholders." 
	BB – Oct 07

	New Addition

Project Scope Control
	Without clarity of scope projects encounter a myriad of difficulties including scope creep, lack of support, inability to satisfy customer needs, inability to reach conclusion, etc. The keys to controlling project scope rest on three foundational pillars of support: clarity of definition, precision of boundaries, and reliability of change management.
	BB – Oct 07

	New Addition

Taking the PMP Exam: Just another Project
	Earning your PMP may be easier than you think. Although you take standardized exams infrequently, you successfully manage projects every day. So, try to think of taking the exam as just another "project" and manage it as you would any other, with the added benefit of reinforcing many of the concepts on the exam. 
	BB – Oct 07

	What is "Good Enough"? 
(part 1 of 3)
	The PMBOK Guide makes it sound simple enough. But for many of us, the relevant quality standards are not immediately obvious. In fact, many of us find ourselves with little other than the vague impression that the quality of prior projects was not good enough.
	MIM – Dec 06

	Gettin' Better: Quality Assurance
(part 2 of 3)
	There are many quality-related activities that we may be including in our projects. Why aren't they all considered to be Quality Assurance? Don't we include them in our projects to assure that our product will be of good quality? The difference between Quality Assurance and Quality Control is that QA is proactive, while QC is reactive.
	MIM -Feb 07

	Ensuring "Good Enough" 

(part 3 of 3)
	PMI's PMBOK Guide uses a lot of words to describe quality control (QC) because the PMBOK Guide applies to any kind of project, from building skyscrapers to putting on a play. But for those of us involved in IT projects QC means testing, possibly technical reviews and, of course, debugging. 
	BB – Mar 07

	Conflict Management in Projects
	Conflict is an inevitable occurrence in projects as in life. The really important question is how we choose to address conflicts as they arise. Historically, perhaps even innately, most people immediately interpret conflict as negatively weighted – as bad. Many people also find that they instinctively hesitate to engage in conflict, often searching for a path to avoidance.
	BB – Mar 07

	Improving Your Presentation's "Connection-ability" (Part 1)
	"Life is a series of presentations!" I'm not the first to say that. Tony Jeary said it before I did, in his book of the same title. If life really is a series of presentations (and, as a business professional, you're going to be called on to present information) the question is: what are you presenting? What is your presentation saying? 
	MIM - Feb 07

	"Connection-ability"

(part 2 of 2)
	Key to improving presentations is to focus on where your audience is, not where you are, or where you want them to be. To do that, you must make a connection first. It is by making this initial connection that your "believe-ability" - your "buy-in" factor - and your "connection-ability" as a speaker are first made.
	BB – April 07

	A Project Management-Based Approach to Organizational Change
	Everyone is acquainted with change – we experience it in all facets of our lives. At work, we are regularly faced with the need to adjust to organizational changes. Some are clear and make perfect sense, while others seem to come out of nowhere and appear completely arbitrary.
	BB – May 07

	Writing Effective Project Requirements 
	Requirements are (or should be) the foundation for every project. Put most simply, a requirement is a need. This problem, this need, leads to the requirements, and everything else in the project builds off these business requirements.
	BB – June 07

	Four Steps to Building a Successful PMO
	Implementing a PMO is a project in itself, subject to the same pitfalls. However, you can improve the success rate of your PMO implementation by following four clearly defined steps.
	

	Aligning Project Management Training with Strategic Business Objectives
	Organizations that need to ensure projects are completed in an efficient and cost-effective manner are investing in strategic project management training programs. A comprehensive project management training program allows an organization to achieve its strategic goals by providing project management teams with an overall understanding of industry best practices and organizational expectations. 
	

	How Did You Get That Out Of What I Just Said? Five Rules to Communicating 
	Have you found yourself wondering those exact words just moments after a conversation with a co-worker? Better still, your teenager gives you the "deer caught in the headlights" look when you ask where have they been so late at night? You may find yourself in these situations time and time again although you know that you were perfectly clear in what you communicated. So, something must be wrong with these folks and their hearing, right? Wrong!
	MIM -Feb 07

	The Fundamentals of Project Management
	Whether due to competitive pressures, market forces, or the organizational culture, project managers are often expected to accurately forecast – and successfully deliver – initiatives that have not been defined. In order to improve this, the organization must do a better job of defining the projects, engaging knowledge capital, and consistently applying standard project management practices.
	MIM – April 06

	Managing Project Expectations in the IT Organization
	Dan Maloney, Marketing, tells Elie Chapman, Project Manager, that the competitor will be launching its new system one month ahead of their own company's planned deployment. Maloney stresses that being first to market is critical to the success of the company's new ad campaign. At this point, Maloney asks, "Can you expedite the launch schedule for the new system one month early?" What would your response be?
	MIM – Nov 06

	High Maturity Project Management
	We Initiate, Plan, Execute, Control and Close our projects. We manage our projects' Human Resources, Integration, Time, Scope, Quality, Communications, Cost, Risk, and Procurement. We are doing all of the things that PMBOK Guide tells us to do. Now what? Have we reached the pinnacle of project management?
	MIM – Aug 06

	Where is Project Management Going?
	The business environment dictates the way projects are executed. As project managers, we need to focus on developing business practices that make a real and lasting difference in company performance. An understanding of the issues that make up the social, cultural, and informational environment of a company is essential to advancing the practice of project management. 
	MIM – Aug 06

	Project Risk Management: It's Either Contingency Planning Now or Emergency Relief Later
	The competitive market and stakeholder risk tolerance levels exacerbate the myth that risk management initiatives are a waste of project resource time; that time, should be focused on the actual work of the project, not events that may or may not occur. The fact is, however, that it is either contingency planning now or emergency relief later for our projects.
	MIM – July 06

	The Value of Getting PMP Certified
	Anyone working around the field of Project Management knows that the field is growing, and the PMP certification is hot. Just how hot is it? What is the value of getting certified? This article will explore those questions.
	MIM – May 06

	Influencing the Organization: How to Grow a PMO
	If an organization chooses to continue to learn, it implies that the organization is choosing to remain vulnerable and uncomfortable in order to achieve a sought after goal. For an organization to stay alive however, learning is not optional. Peter Senge, in his book, The Fifth Discipline, makes the following statement, "In the long run, the only sustainable source of competitive advantage is your organization's ability to learn faster than its competition."
	MIM – June 06

	Negotiating the Triple Constraints
	The Project Management Body of Knowledge (PMBOK) Guide teaches us that every project is governed by the “Triple Constraints" of scope, cost and, time, and that they must be balanced with each other to achieve project success. But our project sponsor either doesn't know about the Triple Constraints, or doesn't care. The mandate is decreed and we are stuck with it. Now what?
	MIM – June 06

	Decision Quality and Risk Management
	Risk management means preparing for future uncertainties. We look into the future and make predictions about what might happen. If the outlook is undesirable, we plan to avoid or minimize the probability and impact of bad news.
	MIM – July 06

	No Risk of Defects! Making Quality-Related Risks Actionable
	The Project Management Body of Knowledge (PMBOK) Guide defines a risk as "an uncertain event or condition that, if it occurs, has a positive or negative effect on a project's objectives." The key word for this discussion is "uncertain." Defects are a certainty, so this item does not belong on our risk list. In fact, we should be planning for the fact that there will be defects.
	MIM – July 06

	Who Does QA? Hint: Not Your Testers
	Many of us have Quality Assurance (QA) groups in our organizations, and the natural assumption might be that these groups are responsible for the quality of our products. For a few of us, that assumption might hold true, but for most organizations, the QA group cannot be held responsible for quality because they don't actually assure quality. 
	MIM – Nov 06

	Making Quality Planning Concrete
	Most of what you do while planning a project is concrete. But quality is a “soft” concept that it is difficult to think about it in concrete terms and harder to plan for. This challenge comes from the difficulty in measuring quality with the same precision as other project variables. Therefore, if you want to plan for and manage quality with the same focus then you must learn to measure it with the same precision. 
	MIM – April 06

	When Quality Gets in the Way
	Ever had someone take forever to deliver their product all in the name of quality? How do you rein in 'perfect' people when you have deadlines?
	MIM – Feb 06

	We Cannot Trade Quality for Schedule or Budget
	It is not uncommon for people to say, "Fast, cheap, or good; choose two." Most people interpret this to mean that if you want a short schedule and a low budget, you must sacrifice quality. And the corollary is that if you want quality, you must expect a longer schedule or higher costs
	MIM – Feb 06

	Quality and Project Management
	When a project fails, by definition the project failed to meet the quality standards expected by the customer. How else could it fail? No project can be considered successful if the final product of the project isn't of sufficient quality to meet the expectations of customer of the project. 
	MIM – Feb 06

	Why Use BATNA (Best Alternative to a Negotiated Agreement)
	A good negotiation method should protect you from making a bad agreement or rejecting one that you should accept. For example, if you implement a bottom line you’re limiting your options if circumstances should change during the negotiation, and you may not get the best possible agreement.
	MIM – Sep 06

	Dealing with Under-Achievers Within a Project 
	Personalities can have adverse affects on projects, and one of the worst is the Under-Achiever, but recognizing this trait in people may not always be easy. Being able to cope with this personality can improve overall performance of the individual and your project.
	MIM – Dec 06

	Never Let a Good Editor Go
	When documenting systems, quality assurance requires quality support people, especially final content editors. They are worth their weight in gold-edged certificates. If you are part of a large project that has a very large documentation aspect, learn to nurture, develop, and retain a good editorial staff, and do not forget to keep everyone's skills current on the tools you are using! 
	MIM – Feb 06

	Certified Business Analyst Professional-Is it Your Next Certification?
	You have earned your Project Management Professional to prove that you can plan and execute work effectively. So what’s your next career step? It could be obtaining the Certified Business Analyst Professional (CBAP) from the International Institute of Business Analysts (IIBA). This credential can help prove that you can identify business needs and find solutions to business problems.
	MIM – May 06

	ITIL and Project Management: A Powerful Combination
	ITIL promises to help IT provide real business value by transforming IT from a cost center to a competitive service provider. At a time when countless businesses are considering outsourcing all or most of its IT activities, ITIL provides a set of 'best practices' that, if followed, allows internal IT departments to compete with external IT providers to cost-effectively satisfy the needs of the business.
	MIM – March 06



	Implementing ITIL: Where Should You Start?
	Implementing ITIL can be tricky. To successfully employ ITIL you need to educate all personnel involved, have full support from management, perform Processes Gap Analysis, and develop an ITIL Implementation Project Management Team.
	MIM – March 06

	The Benefits of ITIL Certification
	As business becomes more dependent upon IT for survival, there is an ever expanding need for qualified personnel to maintain critical systems. 
	MIM – May 06


White Papers

These white papers exist as PDFs available for free downloading in our online Knowledge Center at www.globalknowledge.com  We encourage you to list them in your newsletter and link to our site for members to download for free (after completing a short form). At this time, we cannot provide the PDFs to you directly.

	Title
	Synopsis

	Implementing Formal Project Management Processes: Nine Lessons Learned
	Global Knowledge instructor Vicki Wrona draws from her years of project management consulting experience to illustrate how to avoid the typical pitfalls that can occur while implementing project management processes in your organization.

	Introduction to Requirements: The Critical Details That Make or Break a Project
	Every project has requirements. It doesn't matter if it's building hardware solutions, developing software solutions, installing networks, protecting data, or training users. For the project to be a success, knowing what the requirements are is an absolute must. This white paper provides a high-level introduction to project requirements, as well as tips for developing complete, comprehensive, and correct requirements.

	An Introduction to PMI's Project Management Life Cycle
	This paper provides a review of the stages of the project life cycle as defined by PMI. It is a primer for anyone who is new to the PMBOK Guide, or who is preparing to take the PMP exam. In this paper, the structure and function of the project management life cycle is introduced, along with a number of related terms that are commonly confused.

	Tips on Applying for and Passing the PMP or CAPM Exam 
	With the current economic environment, certification helps Project Managers differentiate themselves from their co-workers or other job applicants. This white paper discusses the PMP or CAPM exam application and exam to help remove some of the mysteries from the process. In addition to ways to streamline the application process, there are tips on successfully taking and passing the exam.

	PMP Exam Themes - Develop the Perspective You Need To Be Prepared
	Questions on the PMP exam are written from a particular perspective, with certain assumptions. The problem for project managers taking the exam is that these assumptions are never clarified. If you know from the outset what frame of reference to use, studying for the exam is greatly simplified. 

	The Project Management Network Diagram
	This white paper will help you better understand the Project Management Life Cycle by introducing the Project Management Network Diagram from Global Knowledge. This diagram provides a visual illustration of the life cycle and can help you prepare for the PMP exam.

	E-Organizing for Busy Project Managers
	Learn how to manage your electronic tools before they manage you. This paper will teach you how to properly utilize your office technologies and set effective communication rules with your project team.

	We Cannot Trade Quality for Schedule or Budget!
	Many people believe that if you want your project to have a short schedule and a low budget, you must sacrifice quality. Fortunately, this is not true. Learn why quality should never suffer in your projects.

	Decision Analysis & Risk Management: Two Sides of the Same Coin
	This white paper will provide you with an outline of how to judge the quality of decisions by exploring how effectively the risks associated with various options have been analyzed.

	How to Use the Six Laws of Persuasion During a Negotiation
	Many situations you’ll face as IT managers and employees will require you to effectively negotiate to a mutually beneficial (win-win) solution. To be successful, you first need to master basic communication skills, such as active listening and attention to non-verbal cues. From there, an understanding of the six laws of persuasion can help you effectively communicate your ideas and plans during the negotiation process.

	Managing Change in Organizations: It's Management's Responsibility
	Studies show that employee resistance and a lack of proper training are key hindrances to organizational change. This white paper provides solutions for overcoming employee resistance to change.

	What Is Micromanagement? And What You Can Do To Avoid It
	The costs of micromanaging to an organization can be staggering. Learn how to recognize the signs of micromanagement--and how to overcome it.

	Delegate or Suffocate: The Art of Working Through Others 
	Management is delegation. Either learn to delegate or you will be buried in work that others should, and could, be doing.

	Effectively Managing Team Conflict
	All managers need to learn how to effectively manage team conflict. This white paper will help you recognize team conflict symptoms, determine how to address team conflict, and improve your ability to build teams that can deal effectively with both healthy and unhealthy conflict.

	Understanding Analytical Bias: Why Brilliant Decisions Don't Come Easily or Often
	Learn how to improve your decision-making ability by examining the forces that contribute to analytical bias and exploring ways to overcome them.

	The Role of Critical Thinking in Effective Decision Making
	Critical thinking is the art of raising what is subconscious in our reasoning to the level of conscious recognition. It is the art of taking control of our thinking processes so as to understand the pathway and inputs that our thinking employs.

	We've Got to Have a Meeting. How Do We Ensure that It Is Productive?
	A meeting will only be successful if it is managed effectively. Learn the four stages of meeting management and how to utilize each properly.

	Performance Appraisals - How to Make Them Work For You
	Performance appraisals can be a rewarding experience for both the employee and employer if the appraisals are carefully planned, geared to the right objectives, and form part of an ongoing process aimed at continual performance improvement through the year.

	Successfully Managing Remote Teams
	Managing remote teams can be difficult for even the best manager. This white paper explains the challenges you will face and how to overcome them.

	Mental Models - Steps Towards Systems Thinking
	It is the task of the project manager to be aware of the larger environment in which her/his project is operating. One approach that helps the project manager achieve this insight is systems thinking. Being a systems thinker enables us to perceive the interplay of forces that surround and interact with us. Systems thinking asks us to go beyond our reactive mindset and our knee-jerk reactions to life.

	ITIL: What It Is and Why You Should Care
	ITIL has been around for 20 years, but interest within the United States has only increased in the last five years. This paper will describe the origin of ITIL, who controls the ITIL contents, who are the biggest users of ITIL, and why you should care about it. Throughout this paper, it will be important for you to remember that ITIL describes a framework of processes for the management of IT. 

	ITIL Version 3.0 - What It Means to You
	ITIL v3 presents an entirely new "hub-and-spoke" design with a descriptive core framework as the hub and prescriptive solutions as spokes. An enhanced descriptive core, new and more prescriptive additions, improved guidance on business alignment, and recent international standards approvals move ITIL from a "nice to have" to a "must have" for any IT professional or organization. 

	Implementing ITIL Using the PMBOK Guide In Four Repeatable Steps 
	This white paper provides an overview of the PMBOK Guide as well as the key process areas and functions within the IT Infrastructure Library. It then compares and contrasts the two bodies of knowledge, and provides the reader with a project roadmap to implementing IT Service Management based on ITIL.


