Tempting Templates Project Report
Introduction

Participating in a team oriented project is a significant portion of the requirements for the Project Management graduate course offered through the University of Minnesota college of Industrial Engineering (IE 5541).  This document is the final report for a project developed during the Spring 2003 semester.  The project title is Tempting Templates. It is comprised of a team of four students taking the course remotely through a special program called University-Industry Television for Education (UNITE).
Each student taking this course presents a potential project solicited from local non-profit organizations, university organizations, or from the class members themselves.  A subset of all project proposals is selected and then students volunteer or are assigned to the selected project teams.  In the case of the UNITE students, the team was formed before selecting an actual project.  This seemed to be the most practical arrangement since three of the four remote students resided in Rochester, MN.  The fourth was viewing the course from a suburb of Minneapolis, MN. 

The UNITE students proposed three potential projects: (1) a web site for a local athletic club, (2) a web site for a local youth soccer team, and (3) development of a computer network backup strategy for a local elementary school district.  The first two were eliminated in favor of the third for three reasons.  First, the wide spread benefits were greater by the implementation of a backup strategy. Second, the third project seemed to be the most applicable to applying the project management principles being taught in the course. Third, the Technology Director of the school district would be a very enthusiastic sponsor.  A preliminary work breakdown structure was produced to help clarify requirements with the sponsor prior to any committal. 

While the team evaluated the backup strategy project, the instructor of the IE 5541 course provided an opportunity for an alternate project.  The instructor, Professor Kathy Schwalbe, was preparing the third edition of the course text book entitled “Information Technology Project Management”.  Included in the third edition is a new case study that illustrated the application of project management tools and techniques.  The case study uses templates for the various project management documents, such as a project charter, status reports, etc.  A new appendix was to include all the templates used in the rest of the textbook plus additional information on templates available from other sources such as the Internet.  The proposed project would involve researching the Internet for sources of project management templates and recommending specific templates for documents that were not already provided in the case study.  Professor Schwalbe would be the project sponsor. 
After some deliberation, since there had been no commitment made, the team decided to work on the template project rather than the backup strategy project.  The backup strategy project was very relevant to information technology project management and would have been beneficial to both the sponsor and the students.  However, since this course was indeed an academic endeavor to learn about project management, the template project provided a unique opportunity to allow the students to focus on learning more about project management techniques while still being able to apply those techniques to an actual viable project.  All preliminary planning work done on the backup strategy project was provided to the school district technology director with best wishes.
Table of Contents



1Introduction


2Table of Contents


2Project Information


3Project Purpose


3Project Deliverables


4Project Success


5Team Member Responsibilities


5What Went Right


6What Went Wrong


6Project Educational Content


6Project Management Tools


6Administrative Closeout




Project Information
Project Name: Tempting Templates

Project Web Site: http://webpages.charter.net/hafox/pm 

Project Sponsor: Professor Kathy Schwalbe

Project Team Members:


Bill Hunt – Project Manager


Kinwai Chan

Heather Fox

Roy Musselman

Project Purpose

As stated in the introduction, the third edition of Professor Schwalbe’s textbook “Information Technology Project Management” is to contain an appendix that includes templates for example documents used within the textbook along with references to other resources where templates may be obtained.  The objectives for the Tempting Templates project are the following:
· Search for project management templates available from the Internet.

· Provide an organized list of templates found grouped by web site, process group, and knowledge area.

· Provide a qualitative evaluation of web sites.

· Provide a list of recommended templates for documents not used by the current version of the case study included in the author first version of the textbook’s third edition. 

Project Deliverables

A complete list of the initial project deliverables is available within the Project Scope Statement.  Many of them are documents used to manage and direct the project, such as the work breakdown structure. However, the key products produced by this project for the direct benefit of the sponsor are specifically the reports containing the information gathered on project management templates in a format that would be suitable for inclusion within the textbook draft.  To insure that the content and presentation of the information was appropriate, the project reports were staged to obtain timely feedback from the sponsor that lined up with the draft deliveries to the sponsor’s publisher.
The Preliminary Report provided information for the “author first” draft of the textbook. This includes the bulk of the information gathered during the research and describes the approach taken to gather the information.  In summary, during the first phase of the research activities, there were 54 web sites found that offered project management templates, 35 of which offered free templates with no required registration or membership.  The second phase focused on gathering specific template information from the 35 web sites that offered free templates.  There were 333 free templates found.  All the information on these templates is formatted in tables that are grouped by web site, process group, and knowledge area.
The content of the Supplemental Report was determined during the sponsor feedback meeting after the preliminary report was delivered.  The timing of the supplemental report was set to be available for the “author final” draft of the textbook. This report summarized the extensive contents of the preliminary report with two one-page tables (shown below) and included new information which focused on recommending specific templates for documents that were not explicitly used for the case study included in the third edition draft.
Number of Templates Grouped by Process Group and Knowledge Area 
	Knowledge

Area
	Project Process Groups
	Total

	
	Initiating
	Planning
	Executing
	Controlling
	Closing
	

	Integration
	
	15
	7
	30
	
	52

	Scope
	35
	23
	
	12
	
	70

	Time
	
	10
	
	8
	
	18

	Cost
	
	14
	
	4
	
	18

	Quality
	
	11
	14
	5
	
	30

	Human

Resources
	
	13
	4
	
	
	17

	Communications
	
	12
	11
	35
	15
	73

	Risk
	
	38
	
	12
	
	50

	Procurement
	
	4
	1
	
	0
	5

	Total
	35
	140
	37
	106
	15
	333


Top Ten Web Sites Offering Free Project Management Templates.
	Number of Free Templates
	Resource Name and URL

	22
	Michigan Department of Information Technology:

http://www.michigan.gov/dit/0,1607,7-139-7321_18457-45013--,00.html

	28
	Minnesota Office of Technology:

http://www.state.mn.us/cgi-bin/portal/mn/jsp/content.do?subchannel=-536879888&id=-8484&agency=OT

	23
	New York State Office for Technology:     http://www.oft.state.ny.us/pmmp/templates/index.htm

	12
	Tasmanian State Government:     http://www.projectmanagement.tas.gov.au/index.htm

	28
	U.S. Department of Energy:     http://cio.doe.gov/ITReform/sqse/pm_main.htm

	52
	University of Waterloo Information Systems & Technology:

http://ist.uwaterloo.ca/projects/templates.html

	12
	Method 123:   http://www.method123.com

	19
	ProjectWare:   http://www.projectware.com.au/pw030.html

	14
	State of Texas Department of Information Resources:

http://www.dir.state.tx.us/eod/qa/template.htm

	8
	U.S. Defense Logistics Agency:   http://www.dsioj.dla.mil/spi/template/pm-tmp.htm

	Complete details are available from the Tempting Templates web site:

http://webpages.charter.net/hafox/pm/docs/TemptingTemplatesPreliminaryReport.htm



Project Success
The project success is defined in the Project Scope Statement as follows:
“The project will be deemed successful if the project is completed by 4/29/03, the PM Template Report is delivered to Kathy Schwalbe, and some of the report content is included in the 3rd edition of her book.”

Since the objectives were attained, the Tempting Templates project was a success.  
Team Member Responsibilities
As stated in the introduction, the 4 student project team members were enrolled in the IE 5541 graduate course remotely. In other words, they did not attend the lectures on campus but rather viewed the lectures via live streaming video delivered over the Internet.  They were able to interact with the lecture over the phone.

Short personal profiles of each team member are available on the project web sight. Here is a responsibility assignment matrix showing the distribution of responsibilities among the team members.


[image: image1]
The workload was fairly well balanced among the team members and tasks were matched well with the skill levels of each team member.  Each student also had the opportunity to participate in project management activities.
What Went Right

The extra amount of time that was spent in the planning process resulted in smooth execution of the plan.  The entire team was able to participate in discussing the requirements and expectations with the sponsor.  There were a couple revisions of the project charter and scope statement as a result.  A detailed work breakdown structure was jointly developed during effective team working sessions.

Team members exhibited very high levels of task ownership and worked hard to maintain schedule integrity.  The schedule was able to accommodate a mid-course activity adjustment between the preliminary and supplemental reports.
The work involved in this project was meaningful and directly applicable to the content of the course.  

What Went Wrong

Since one member of the team was not located near the other three, communication with each other was sometimes difficult.  Finding convenient meeting times was difficult. The amount of project management template information available on the Internet was underestimated.  It therefore took extra time to prepare the reports containing all the detailed information. 
Project Educational Content
This project provided a great opportunity to learn about various aspects of project management first hand by applying the techniques presented as part of the course to an actual, meaningful endeavor.  Interactively working through the initiating and planning processes emphasized the significance of these activities. The experience of performing general Internet research was enhanced by coordinating and distributing the activities across the team.  The actual research revealed the wealth of project management information available on the Internet and helped the team members develop an appreciation of the extensive use of project management templates and techniques in various industries. The application of the MS Project software to the project encouraged exploration of several features such as resource management, earned value analysis, and various report generators. The virtual team environment and the preparation done for the project content report and other status reports helped expand our verbal and non-verbal communication skills.
Project Management Tools

Microsoft Project software was used to manage and direct time, cost, scope, and resource management activities. The organizational features of this tool allowed team members to work and communicate effectively and productively.  It was soon realized that this tool has much more functionality than is required for a project of this size. Several tools were used to facilitate communications internal and external to the team such as e-mail for broadcasting information and status to the entire team, Instant Messenger for quick and immediate exchanges, a web-page as a data repository, and teleconferencing for weekly live team status/working meetings.

Administrative Closeout

All project documents were packaged together into a notebook and delivered to the sponsor.  Feedback from the sponsor included a note which stated:

“I think your team did a great job on the project.  The results of your research will be used by a lot of people.  My reviewers really liked the new appendix with the templates.”
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