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Project Management is Hot, Hot, Hot!  

 
It’s one of the fastest growing niches and most sought-
after skill set in the virtual industry.  
 
These project secrets reveal ways to deliver a better 
project every time while helping you reduce risk, 
wasted time and avoid costly mistakes. 
 

Virtual PM is committed to providing 

online professionals with the tools, training and services 
to successfully management their business. 

 

 

So get the skills, take control and start managing! 
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Develop a Comprehensive Plan—Get Clarity and Focus Right from the Start! 

Invest time in the 

planning process 

and always create 

a Project Plan. 
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We’ve all heard it. We all know it. Why is it that we rarely ever do 

it?  To be successful in delivering your project you must start at 

the beginning and put in the necessary time for planning. 

 

All too often we skip or limit this critical step in the project   

management planning phase. The less we plan, the more we’re 

likely to get bogged down and delay delivery of our own or a    

client project. It usually isn’t until we’ve encountered these     

delays that we begin to understand how important planning is. 

 

So what’s the secret?  

Develop a comprehensive project plan. Simple? Yes. The plan 

gives you the clarity and focus you need to be successful. 

 

Be sure your project plan addresses the following elements and 

you will be on your way. Always develop a project plan and be sure 

to get client sign off before starting your work.  You’ll be amazed 

at how this will help you control changes and reduce risk in your 

project. 

 Project scope 

 Client expectations and goals 

 Clearly defined requirements 

 Delivery timeline 

 Resource availability 

 

Be sure you create a project plan for every project you undertake. 
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Process maps are 

a record or how 

work or 

information flows. 

 

Have Mapped Processes in Place and Follow Them ! 

There’s a lot of buzz around these days about    

mapping processes, but what on earth does this 

mean and how does it help my business bottom line 

and ability to deliver projects? 

 

Believe it or not it’s pretty basic – everything you do 

in life follows some type of process from the        

simplest trip to the grocery store, to delivering the most complex project you can imagine. 

 

So what’s the secret?  

If you have mapped processes for managing your projects you will follow a consistent 

methodology each time. This is important because you will become more efficient in your   

ability to deliver projects timely and profitably. 

 

Mapped processes will enable you to: 

 Run successful  projects from start to finish 

 Control risk and know how  to address those ‘hiccups’ that  

        always occur 

 Effectively communicate with team members, clients, and 

        vendors 

 Properly close out a project and take advantage of lessons 

           learned that you can incorporate into improving your next  

                                              project. 

 

It may seem as though mapping your project processes will take time, but once done you 

will find yourself in a position to grow your business. Any new team members you add as 

your project delivery skills are sought out  can be easily trained to take on the tasks you 

need them to deliver. 
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Project Schedules — Your Roadmap to Success ! 

Every project – big or small – must have a schedule: it’s a       

necessary piece of project management.  The schedule tells us 

when each task needs to finish, what activities have already been 

completed, and the order in which things need to be done. 

 

Building the schedule is not an exact science – its part estimate, 

part prediction, part educated guess and it has to reflect           

uncertainties and assumptions. For this reason, it is reviewed and 

revised regularly during the course of the project.   The schedule 

is always evolving as changes occur, risks appear or new risks are 

identified and it converts the project to a time-based plan. Once the schedule is built, a 

good check and balance is to have other project team members 

review it as well – their insights could be quite relevant, especially 

if they are doing the work. 

 

So what’s the secret?  

The schedule is your main tool to identify and organize the project 

tasks into sequenced activities that make up the project plan.  

Gathering the right input allows your schedule to: 

 Track project progress 

 Be a vehicle to monitor and control project activities 

 Help you assess how the project will be impacted by time delays 

 Determine how to use resources effectively to meet project goals 

 

The schedule is there to help understand the project resources, constraints and risks in an 

overall plan that connects tasks in the most effective way to complete your project. 

The schedule 

drives tasks and 

activities—review 

it often 
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Communicate  —  Give AND Get Status via Regular Updates (and avoid surprises) !  

Communication is so important. In fact, it can make or break a       

project.  Ask any PM who’s spent time waiting and worrying about the 

status of a task or activity while the timeline clock ticks. 

 

Often we overlook the importance of communication and forget that it 

really refers to techniques we use to motivate lead, delegate and     

report back to all the stakeholders working on the project. 

 

So what’s the secret?  

The key to successful communication is to keep information flowing in the right direction.  

Establishing clear communications channels will greatly increase your success: to execs, 

highlighting any risks or issues, to vendors or managers to negotiate for resources or time 

allocations; and to the project team about pending tasks, dates or general information. 

 

Implementing a communication plan will help facilitate team          

development, ensure the project goals are well understood and 

make it easier to give and get updates across the project team.   

 

Some tools are: 

 

 Weekly Status Reports 

 Project Charter or Project Plan 

 E-mail updates 

 Communications Plan 

 Issue Logs 

 Status Meetings & Minutes 

 

Don’t forget that a good Project Manager also means you need to be able to effectively 

present issues, listen and action feedback, and be sure not to over-communicate            

information that isn’t relevant. 

Communicate 

Communicate 

Communicate 
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Managing Scope Creep  -  What Does That Mean ? 

Project boundaries can get out of control very quickly and 

take on a life of their own unless you manage change       

carefully. When new requirements slip into a project, we call it 

‘scope creep’ and it can completely demolish your timeline, 

budget and sanity! 

 

Scope creep can be caused by unclear project objectives, no 

change control process or poor management. Since it’s a fundamental cause of project 

failure, awareness and control of scope creep needs to start right at the beginning of the 

project. 

 

So what’s the secret?  

Dealing with scope creep is all about controlling change.  Make sure the 

project’s purpose is clear and the tasks, timelines and resources are        

defined in tight terms, so scope creep will be easily recognized when it     

occurs and you will be in a solid position to asses and implement the 

change if warranted, rather than have it ‘creep’ into your project. 

 

Every PM has dealt with scope creep. Here’s a few ways to outmanoeuvre it: 

 Clearly define your project – make sure you haven’t underestimated the              

requirements 

 Outline the objectives and deliverables – start with a detailed, written project    

definition 

 Establish a change process – assess the impact/cost of changes and have them 

approved 

 Have good communication – the bigger the project the more chance of creep so 

keep the project team informed and aligned to the boundaries of the project 

 Stay focused – follow a standardized methodology to keep your project on track 

 

Set the expectations when your project begins and you’ll have much more success at    

staying in control. 

Have a change  

management 

process 

I only went out for 1 

thing. 
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Plan and 

prepare for 

risk 

 

Handling Risk  -  Because Something Always Goes Wrong ! 

No matter how carefully we plan our projects, there is always a 

chance of something unexpected occurring.  Risk management 

is used to identify, prioritize and respond when the worst       

happens. 

 

Many PM’s are intimidated by the idea of risk management, but 

as a responsible project manager, you need to be aware of the 

risks to your project. By planning how you would deal with the 

worst thing you can think of, you are actually starting to de-risk your project and increase 

its success. 

 

So what’s the secret?  

Create a balanced risk management plan that identifies the potential 

risks to your project, prioritizes them by importance, and has a plan for 

how you will deal with them. 

 

Here’s how to get started: 

 Make a comprehensive list of all the likely risks to your project 

 Assess the probability of each risk occurring from extremely  

        unlikely to extremely likely to occur 

 Estimate the impact to your project if the risk occurs, ranging from low impact to 

catastrophic 

 Develop a response to each risk – remember, if the risk is high AND has a high 

mitigation cost, maybe the project isn’t worth doing 

 Manage the high risks – the risk plan activities should be part of your project 

schedule 

 Monitor and evaluate risks periodically (watch for new ones) and have a  

        contingency plan ready 

 

Most low priority/probability risks can usually be ignored so remember to identify and     
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Standardize the way 

you work with tools  

and templates 

 

Start Working ‘Inside the Box’ with Time Tested and Proven Tools & Templates ! 

Knowing what tools you need to run a successful 

project and having access to time tested          

templates and checklists will really help you out 

when you are managing projects. 

 

Every phase of a project has a unique set of tools 

and using them consistently is the key to project      

delivery. 

 

So what’s the secret?  

Reach ‘Inside the Box’ and start to compile the 

tools, templates and checklists that work for you and for the projects you are managing. 

 

Some of the standard project management tools include: 

   Project Plan 

  RACI Chart 

  Project Checklist / Project Tracker 

  Communication Plan 

  Client Status Templates 

                           Budget Tracking Tool 

                                 Risk Management Tool 

                                 Lessons Learned 

 

There are many tools and templates at your disposal. We’ve got a catalogue of the ones 

that work best for us and we’ve put them all together in Virtual PM in a Box™’s ‘Painless 

Project Management™’. 


