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INTRODUCTION TO PROJECT MANAGEMENT 

 

Before commencing this section, please read chapters 1-3 of the 
PMBOK Guide. 

1.1 What is Project Management? 

What is a project? 

Put simply, a project is any piece of work that has a beginning and an end. 

 

 

 

 

This is opposed to a business operation which is continuous in nature. 

 

 

 

 

 

The following can be itemised as projects as they have a beginning and an end: 

 Construction of a bridge. 

 Development of a new piece of software. 

 Organising and running a large sporting function. 

 

Chances are you will have managed projects to some capacity in the past. 

Project management is the process of moving a project from beginning to end, 
right from the initial concept/idea, handing over the project, and managing all the 
“stuff” that happens in between. This course covers all that “stuff” in between. 

 

 

 

 

  

Beginning of 
project. 

End of  
project. 

Business inputs 

(goods and services) 

Business outputs 
(goods and services) 

Initial concept – the 
idea. 

Handover of 
completed project. 
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1.2 Chances are you have already managed projects 

You may be saying “I have never managed a project before. This is all new to me.” 

Have you ever been assigned a small one-off piece of work where you were 
responsible for the creation of some product or service? Did this piece of work 
have a start and a finish? Were you required to deliver a finished product at the 
end of this piece of work? Were you given responsibility for delivering it? 

Looking at the above definition of a project, then if you have answered yes to these 
questions, you have already managed projects. 

That being said, you are no doubt doing this course because you have identified 
gaps in your skills as a project manager, or wanting to gain new skills (or at least a 
qualification) to broaden your future opportunities in the amazing world of project 
management. 

You will no doubt find a lot of the concepts in the course already familiar to you. 
This course is therefore designed to put all that information together for you into a 
cohesive package that will allow you to consider all aspects of project management 
when you are planning and delivering projects. In other words this course will give 
you a good all round grounding to equip you for successfully delivering projects. 

 

Activity 1: 

Briefly describe one project you have already managed. This may either be a 
project you have formally managed in a workplace, or a small project you have 
been involved with in your workplace, a community organisation or even at home. 
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1.3 The Ten Functions of Project Management 

Throughout the course we will be referring to what is known in the industry as the 
“ten” functions of project management. 

The PMBOK (Project Management Body of Knowledge) covers these ten functions 
very well (note if you are referring to an old version of the PMBOK, this will only 
cover nine functions): 

1. Integration - The overall coordination of a project. This covers the project life 
cycle, managing the project documentation and coordinating the other eight 
functions of project management. 

 
2. Scope – The work, and end product, of a project. This covers what the project 

will produce. 
 
3. Time – The duration of a project. This covers the timeframes for the overall 

project, the timeframes of the key milestones and the times of the individual 
tasks in the project. 

 
4. Cost – The expenses required to deliver the project. This covers the project 

budget, how much each task will cost, whether the costs are raw material or 
equipment purchases, labour or procurement. It also covers the overall cash 
flow of the project. 

 
5. Quality – The standard of work required of the processes and end product of 

the project. This covers quality planning, quality control and quality assurance 
processes. 

 
6. Human Resources – The people involved in delivering  the project. This 

covers the organisation structure, the hiring of people into the project and the 
management and monitoring of project staff members. 

 
7. Communications – The flow of project information between the different 

stakeholders. This covers formal reporting processes to project stakeholders, 
and the informal communication processes between the project manager and 
project team members and contractors. 

 
8. Risk – What can go wrong in a project, and how to manage it. This covers 

planning and prioritising risk, and managing risks that become project 
incidents. 

 
9. Procurement – Contracts and purchasing. This covers the recruitment of 

contractors or suppliers, contract management and contract closure. 
 

10. Stakeholders – The people and organisations affected by the projects. This 
covers regulators, owner/sponsors of the project, management of the project 
organisation, end users, etc. 
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If all ten functions are carefully considered during the planning and delivery of 
your project, then the project will have a high likelihood of success. It would be 
advantageous for you to commit these to memory. 

 

1.4 What Makes a Good Project Manager? 

There is much discussion in project management circles as to whether a project 
manager should be a technical expert in their field. There are two schools of 
thought to this: 

 

The technical expert project manager: 

 Many people become project managers because they are an expert at their 
technical field and project management is a logical progression from their 
technical role. 
 

 The strength of these project managers is they are able to make practical 
solutions then they encounter a snag in the project. A contractor is falling 
behind on their work. New equipment is needed, etc. The project manager 
with the technical background is able to quickly make an informed decision 
based on their own experience in order to get the project back on track. 

 

 On the flip side, the project manager with a strong technical background 
would often come into a project management role not understanding the 
documentation processes (project plans, financial due diligence, etc.) and 
would often be completely unfamiliar with stakeholder management or 
contract management processes. 

 

 A project manager in this situation would be able to overcome this 
weakness through having a strong project administrator with an excellent 
attention to detail. The administrator will be able to do all the “paperwork” 
leaving the project manager free to manage the technical and practical 
aspects of the project. 
 

The project management expert: 

 Other people become project managers by studying project management 
and work their way up through project administration roles to eventually 
take on a project management role. 
 

 These project managers are very strong with the documentation side of 
project management. They are very good with the due diligence, project 
planning, and contract management processes. They have often been 
promoted due to their strong abilities in stakeholder management. 
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THE PROJECT LIFE CYCLE 

2.1 The Five Stages of the Project Life Cycle 

Earlier we discussed that a project has a beginning and an end. Project 
management covers the entire process from start to finish, along with all the 
“stuff” in between. 

Here we look at the specific process 
that makes up the “stuff in between”. 
This is known as the project life cycle. 

In order for a project to run smoothly, 
all ten functions of project management 
need to be carefully managed at each 
stage of the project life cycle. 
Remember the five stages are: 

 

1. Scoping  
Starting the project, conceptually working out the high level details of the 
project and documenting a business case. 

 
2. Planning  

Working out the details of the project to determine overall timeframes, 
costs, scope and quality requirements, and how the project will be 
resourced. 

 
3. Implementation  

Putting the project plan into action by executing the project tasks and 
producing the project deliverables. 

 
4. Monitoring  

Evaluating and controlling the project. 
 
5. Closing  

Winding down the project by handing over the deliverables, releasing staff 
and completing reviews and archiving activities. 
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Graphically, this can be represented in the following flowchart: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Many projects have a tendency to only have an execution stage, but the other four 
stages of the project life cycle are essential for the success of the project. Careful 
initiation and planning is needed before the project commences. During the 
execution stage, unexpected issues are likely to arise, hence the monitoring and 
control which feeds back into the planning. Finally when a project is complete, 
there is a final process in the closing stage to ensure everything is finished. 
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The following five sections look at each stage in more detail. 

2.2 Scoping 

A project is formally started, named and defined at a broad level during this phase. 
Project sponsors and other important stakeholders perform their due diligence on 
whether or not to undertake a project, or choose to undertake one project over 
another. Depending on the nature of the project, feasibility studies are conducted 
or as it may require. 

During the scoping process, the project manager needs to get a high level overview 

of what the project sponsor or client requires. Normally the client is approaching a 

senior manager or a business development manager, so the project manager is 

often not involved in the initial process. 

At this stage, the project sponsor or client has a good idea of what they want (they 

may even have a specification), and will have some idea on their budget and 

timeframes. 

This information is usually relayed to the project manager or a program manager 

to start the project planning. In large organisations, the first a project manager 

would hear of a project could be when they are handed the completed project 

charter. At the other end of the spectrum, if the project manager is also the 

business owner, they will most likely fully participate throughout the scoping 

process. 

One of the aims of the scoping process is to determine whether the project 

management organisation is able to deliver the proposed project.  

Regardless of whether the project manager is involved in the initial negotiations at 

the scoping stage or not, by the end of this stage they will have a good idea of the 

client’s timeframes for delivery, budget, and quality requirements. 

For instance in the previous example of the high rise apartment. The client would 

at this stage provide the project manager with the Council approved plans for the 

building, (scope requirements) and would advise they have a budget of 

$10,000,000 (cost requirements) and expect it to be complete to Council 

requirements as per the plan (quality requirements) in two years. 
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2.4 Implementation 

It is in this phase that the project deliverable is developed and completed, 
adhering to the plan as developed in the previous phase. The project execution and 
project monitoring and Control are the 2 phases that mostly occur simultaneously. 
A lot of project management tasks during this phase capture project metrics 
through tasks like status meetings and project development updates, status 
reports, human resource development and performance reports. 

With the plan finalised and signed off, it is up to the project manager to manage 
the contractors to ensure they deliver the project. If a solid plan has been put into 
place, then the project should go relatively smoothly. 

The implementation stage of most projects is usually broken up into different 
phases, with each phase normally containing a different set of objectives for the 
project. 

There are several different ways in which the phases of a project can be broken up: 

 

1. Sequential phase-to-phase relationship. This is where a new phase starts 
only when a previous phase is complete. The step-by-step nature of this approach 
reduces uncertainty, but may eliminate options for reducing the schedule. 

 

Planning 

Implementation 

Phase 1 Phase 2 Phase 3 Phase 4 

. 

Closing 

 

Or perhaps…. 

 

Planning 

Implementation 

 Phase 2   

Phase 2  Phase 4 Phase 5 

 Phase 3   

. 

Closing 
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3.5 The Project Charter 

This document formally authorises a project or a phase documenting initial 
requirements that satisfy the stakeholder’s needs and expectations. There are 
several documents that are crucial to the project. One of these is the project 
charter which is the primary product of the scoping stage of any project. 

This is generally a short document of only a few pages that a key stakeholder such 
as the project sponsor can use to get a high level overview of the project. They 
don’t need to know the details. All they generally need to know is: 

 What am I getting? 

 How long is it going to take? 

 How much is it going to cost me? 

 Will it of the quality that I require? 

The project charter supplies this information. Obviously this will not be enough 
information for the project manager to use, but other stakeholders (the project 
sponsor and/or the project manager’s supervisor) wants a brief summary of the 
project. 

This document is generally produced during the scoping stage of the project. 
During the planning stage of the project, the figures and details in this document 
are likely to change as the details are worked out. Generally speaking though, once 
the planning stage is complete, the document charter is set in stone. This is what 
the project manager will need to deliver during the implementation stage of the 
project. 

The following example is a project charter for a high rise building project. The 
notes in grey text have been deliberately placed for your reference. When you 
create these documents, please remove the notes in grey text: 

 

Project Charter  

Project Name: 12 storey apartment block construction project 

Prepared by: Jeff White 

Date: 21/05/2012 

Synopsis:   

Briefly summarize the salient aspects of the project by 
answering the questions "Why?" (purpose), "What?" 
(product description/ scope), "When?" (time), and "How 
much?" (resources) 

Why – Expansion of property portfolio 

What – 12 storey high rise apartment block 

When – Two year timeframe 

How much – $10,000,000 SA
M
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Purpose/ 

Business 
Need:  

Identify the customers who are to receive and benefit from 
the product developed by the project and the need the 
product is intended to meet (either as a problem to solve or 
as an opportunity to exploit) 

To have 48 luxury apartments to sell to investors for between 
$450,000 and $1,200,000 each to meet a current shortage in 
the housing market and to return a net profit of $3,500,000. 

End Product 
Description 
and 
Deliverables: 

Identify what product is to be delivered at the end of the 
project, and at any interim delivery points. Describe the 
product sufficiently to enable the project team to create it, 
and for agreement to be reached at product delivery time 
that the product has been correctly produced 

Excavation and building of foundations, construction, utilities 
and interior decoration of building ready to sell to investors. 

Project 
Exclusions:  

Record what will be excluded in the specification for the 
project 

Purchasing block of land, architectural planning and council 
approval. 

Sales and future support to investors. 

Assumptions: 

Briefly identify salient assumptions of the project: 

Assumptions – The architectural plan has been finalised 
and Council approved. 

Constraints: 

Briefly identify salient constraints of the project: 

Constraints – 2 year timeframe, $10,000,000 budget, 
Council requirements per approved plan. 

Risks: 

Briefly identify main risks, if any, which can be anticipated 
to have a major impact on the process and/or outcome of the 
project and which require decisions or actions by the project 
sponsor or team 

Risks – Potential cost increases in raw materials. Contractors 
not able to meet their obligations. 

Resources: 

Indicate required and/or available resources to be used on 
the project. As appropriate, indicate financial, personnel, 
and material resources (such as facilities, equipment, 
supplies, and services) 

All work will be conducted by subcontracting firms that 
already have a strong working relationship with the developer. 
Five people will work in the project management. SA
M
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PROJECT COMMUNICATIONS  

 

Before commencing this section, please read chapter 10 of the 
PMBOK Guide. 

4.1 Introduction to Communication 

There are a variety of methods of communication you can use in project 
management. 

 Verbal communication – The sharing of information between 
individuals using speech. This includes the words you say and the tone in 
which you say it. Across all projects, verbal communication, supplemented 
with other communication methods, are constantly being used to share 
information, inquire, persuade, influence, motivate, negotiate and many 
more. 
 

 Non-verbal communication – This covers hand gestures and other 
forms of body language, which often speaks louder than words. Non-verbal 
communication supplements verbal communication, and oftentimes they 
relay more than what verbal speech cannot.  

 

 Written communication – This covers e-mail, written reports, letters 
and other documents. 

 

The different media that can be used in communication includes: 

 

 Phone – A quick method of contacting one (or more) person to quickly 
communicate information to them. Usually useful for getting a quick 
response or call for action from them. 

 

 E-mail – Useful where you are providing electronic documents or need to 
clearly articulate information that may be misinterpreted verbally. There is 
a danger that e-mail is overused so it is often best to follow up an 
important e-mail with a phone call. 

 

 Internet portal (forums, chat, etc.) – Useful for a collaboration with 
other team members in cases where they work remotely. Allows 
collaborations to be documented for future reference. 

 

 Face to face meetings – Regular meetings for teams who are based in a 
single office are very useful for communicating information relevant to the 
team, and also for building team morale. Face to face meetings may also be SA
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done with two individuals where essential information needs to be 
communicated or an issue needs to be worked. 

 

 Video conference – Same purpose as face to face meetings where one or 
more team members (or other stakeholders) is remotely located. 

 

 Letter – A formal communication process where information (e.g. Signed 
reports, contracts, etc.) need to be provided in hard copy. 

 

 Social media (Twitter, Facebook, etc.) – Useful where public information 
about a project needs to be communicated informally to a captive audience. 

 

 Mass media (Television, radio, newspapers, etc.) – Public information to 
be communicated to a very broad audience (e.g. part of an apartment 
construction project could involve the marketing of the apartments off-the-
plan sales to the general public. 

  

SA
M

PL
E



 

Learner Guide 1 Version No.1.0 Produced 14 April 2016 

© Compliant Learning Resources Page 81 

4.5 The Communications Requirements Analysis 

One useful tool for capturing the required communications processes is the 
communication requirements analysis worksheet. It looks at the different areas of 
communication need for the different stakeholder groups in the project. 

The columns of the worksheet are as follows: 

 

 General area of communication need: This covers the different aspect of 
communication being considered. 

 

 Information needed, and for whom: For each general area, different 
stakeholders need to be informed. These stakeholders need particular 
pieces of information. 

 

 Optimum information format(s): This covers how the stakeholders need to 
be communicated. It may be by formal means such as project status reports 
or minuted meetings, or through informal means such as phone or e-mail. 

 

 How is this communication essential to success of project: Good 
communication ensures the project progresses along as it should. A project 
can completely stall simply due to one person not sending through the 
right information.  

 

 Decision to implement Yes/No: The communication methods covered in 
the table need to be agreed upon. This column covers that. 

 

An example has been provided below for the above IT development project. This is 
a fairly typical example, but the information could vary substantially in different 
projects: 
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Communication Requirements Analysis Worksheet 

 

Project Name: Financial Management Database Development 

Date: 5 June 2012 

General Area of 
Communication 

Need 

Information Needed, and 
for Whom? 

Optimum Information 
Format(s) 

How is this communication 
essential to success of project?  

Decision to implement 
Yes/No 

Project 
Organisation 
Relationships 

Project scope, cost, time, quality 
details. Required by senior 
management of both companies, 
project manager, and sales 
representatives. 

E-mails, including e-mailed 
attachments. Phone calls for 
urgent matters. 

Ensures the client gets the required 
financial management database 
developed for them. Yes 

Stakeholder 
Responsibility 
Relationships 

Project scope, cost, time, quality 
details. Required by senior 
management of both companies, 
project manager, and sales 
representatives. 

E-mails, including e-mailed 
attachments. Phone calls for 
urgent matters. Project plan. 

Ensures the client gets the required 
financial management database 
developed for them. Yes 

Sponsor 
Relationships 

Project scope, cost, time, and 
quality details. Required by 
project manager and client’s 
representative. 

E-mails, including e-mailed 
attachments. Phone calls for 
urgent matters. Project plan. 

Ensures the project progresses as 
per project plan. 

Yes 

Senior Executive 
Relationships 

Project scope, cost, time, quality, 
and overall progress. Required 
by senior management of both 
companies. 

Project charter and project 
status reports. 

Ensures the client gets the required 
financial management database 
developed for them. 

Yes 
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5.2 The Change Request 

Consider the following scenario: 

Your client is insisting the development of a customised financial management 
database you are developing for them is delivered on time, and they do have a cost 
buffer which they can access. You find that by adding three new C++ programmers 
to the project, you can deliver it. The cost increase with the new staff will be 
$20,000.  

 

The client has also asked for additional scope – the development of a secure web 
interface into the system. This is outside of the scope that your development 
company can do, but you know another company who can subcontract to you to 
perform the work. Your client is happy with this arrangement. The contractor will 
do their part of the work for $52,000 and will require a contract/MOU to be drawn 
up. The developer will need to provide weekly status reports to your team and your 
online issues register will need to allow for web interface based issues to be 
allocated directly to their team by e-mail to their project manager. 

 

The project schedule will need to be reworked to incorporate the new scope so the 
web interface is completed prior to the staff testing phase of the project. 

 

As the web interface is considered a high risk development project, you will need 
to add an additional risk to the risk register. Additionally an additional audit 
template will need to be created to closely monitor the quality of the work they will 
be producing for the project. 

 

When you analyse the above scenario, you will find the change is around scope and 
HR, because the client has requested additional scope and in order to meet the 
deadline you need to hire additional staff. 

Although the change is only to two of the functions, this impacts on all eight 
functions of project management. Specifically they are: 
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CONCLUSION 

6.1 What have we learned? 

Congratulations, you’re reached the end of the first learner guide! 

To summarise what you have learnt in this subject: 

 

1. Introduction to Project Management. 
Introduction to projects, the project manager, the ten functions of project 
management, the roles and responsibilities of the project manager and 
project methodologies. 
 

2. The Project Life Cycle. 
The five stages of the project life cycle – scoping, planning, implementation, 
monitoring and closing. The breaking up of the implementation stage into 
phases. 
 

3. Project Integration. 
Introduction to project integration, project stakeholders, project 
governance,  project management information systems, the project charter, 
the project plan, and project closure. 
 

4. Project Communications. 
Communications and the project life cycle, stakeholder analysis, 
communicating with project stakeholders, the communications 
requirements analysis and the communications plan. 
 

5. Project Change Management. 
The change management process, change requests and procedures for 
incorporating changes into project documentation. 

Please review any of the above areas that you are still not familiar with. 

 

6.2 What next? 

Now that you have completed the first learner guide, you are now ready to 
commence working through Workbook 1. 

 

When you have completed workbook 1, you may progress to the second learner 
guide which covers constraint management, the details of managing the scope, 
time and quality of a project. 

 

Good luck with your first assessment! 

  SA
M

PL
E




