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Scope of project


Understanding of project (does the client know what s/he wants. Do you know) ?


Client: 3


DW: 3


Is this a project that calls for a lot of brainstorming upfront? 



Yes.


Would a quick prototype flush out the spec better?



Not necessarily


Specification?



Put together a decent spec


What are the major parts of the project?



Well done diagrams, devil is in the details


Deliverables:



Define what is going to be delivered




Objects, software, training, tweaking, documentation,

EH+S approvals, presentations, etc.



Define how it will be evaluated.

Rough testing plan (and to what spec)



What are the key things it MUST do?

Budget


Estimating project



No estimate needed



Just give a ballpark figure based on previous experience



Use task lists and block diagram to make a more detailed assessment


What is the budget?



Fixed, open, etc?



How precise do we need to be?


How will you track expenses?



Won’t



Use Iris rollup (what about job order system, Lets, PO system…)



Weekly reports from people on time and materials


Will you track with any software?



No



Yes (choose one: excel, MS project, other)

Timeline


What is the expected finish date, if any?



If there is a finish date, is the CLIENT on board for helping you?



If no finish date, will you enforce any kind of schedule?


What are the milestones, if any?


Will you track to a timeline at all?


Will you track with software?



No



Yes (choose one: excel, calendar, MS project, other)

Tasks


Is a task list needed?


What are the tasks? Relates back to milestones

People


List the client(s). Make a note as to their relation to each other and to you.


Who’s running this project? Really?


How will you interact with the client face to face?



Short project, just give them the thing



Meetings as needed



Periodic meetings


How will you interact with the project in other ways (choose one or more)



Send good jokes via email



Send informal updates



Updating them on cost and time as needed



Regular updates of all indices



What kind of skills and manpower do you need?


Where can you find that?


List people and ROUGHLY what their responsibilities are:



Make sure the following jobs are assigned: lead, budget and time watcher,




Communications, etc.


Who “owns” these people’s time? 

Will you be able to get it if you need it?



Do they understand how much they are “signed up” for?


How will you relate this project to Ken?

Equipment needs


Is there any out-of-the-ordinary equipment you need?

Misc. questions, tools and techniques


Will you schedule design reviews with colleagues?



Take some time but often very valuable feedback



Good natural milestones, drive schedule



Overkill for some projects


Risks?



What happens if this project doesn’t work properly?



What happens if this project is late?



What happens if this project goes over budget?


Stop for a second: what are you worried about on this project?



On the theory that if you think about it, you can predict a lot of nasties

