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ABSTRACT 

Many projects are completed without any formal project management practices. These 

projects are often plagued with delays and cost overruns. The main point is not just 

completing a project. but completing it correctly. If projects end with massive cost overruns or 

constant delays, return on investment from all the time and effort put into the project will 

probably not be maximised. To be successful in managing projects, a sound knowledge of the 

various techniques for planning, organising and controlling projects is needed. 

1 Planning Projects 

I .  I Effective communications network is essential. This means establishing a 

systematic way to convey important information and to receive feedback. 

Without that, communications will break down and problems, especially delays 

will occur. 

1.2 These problems can be avoided by setting up detailed procedures for the 

creation, distribution and maintenance of project documentation. The possible 

procedures available are the project history files, the documentation distribution 

matrix and the project manuals. 

1.3 Meetings are another good communications tools. Meetings if conducted 

correctly, can provide a powefil tool to resolve problems, define 

responsibilities and plan project activities. 

1.4 When managing a project, activities and phases that will occur must be exactly 

known in advance and to do that, the project has to be broken down into major 

definable components and logically sequenced. Once this is done, these 
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components can be displayed graphically via a GANTT chart or a network 

diagram (PERT or CPM). 

1.5 GANTT charts are bar charts which depict the major phases or partitions in a 

project, the associated milestones, the chronology of the phases, the elapse 

time for each phase, the total elapsed time for the project and the project 

completion date 

1 6 PERT charts are flow diagrams which depict the major phases or partitions in 

the project, and the phase start and end points. PERT charts are useful to 

identify the project dependencies, concurrent phases or tasks, the critical path 

and the phases or tasks in the project which are crucial to meeting the 

completion date 

1.7 Constructing a GANTT chart or a network diagram requires team effort, by 

which every major participant supports the project by giving a more accurate 

and detailed information 

9 - Orpanising Projects 

2. i Manpower, equipment and materials are always necessary to complete any 

project. With an accurate network diagram or a GANTT chart. the level of 

required resources for each activity and for the entire project can be estimated, 

i e to predict the tvpe and amount of resources needed at any given point in 

time. It  will not only provide the right amount of resources, but also a mean to 

control or monitor the project. 
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3 Controlling Projects 

3 .  I The purpose of monitoring is to ensure a project progresses as planned, and to 

do that some wav of detecting deviations or variances is needed. 

3.2 Monitoring works on the principle of comparing estimates with actual data 

gathered from documentation and other sources. Information from the GANTT 

charts or network diagram can be used to determine the deviations that occurs 

in scheduling. This information can be compared with the data gathered from 

the documentation collected throughout a project. 

1 1  
-7 ..> Collecting information on resource utilisation will also help in monitoring a 

project. This information can be collected from two sources ; meetings and 

forms. Meetings allow for quick acquisition of information without having to 

compile a lot of data. Forms can be used to compile information and create 

reports on manpower, equipment and material utilisation. Forms such as work 

orders, purchase orders, dailv status reports, daily material reports. daily 

manpower reports and daily equipment reports facilitates preparation of 

managerial reports and determine the progress of a project. 

3 4 Another standard and effective way to determine status of a project is to 

measure a project according to cost. This is by developing a clear and concise 

chart, to include information like the original cost estimates, actual cost 

estimates, differences between the two and revised activity and project 

completion estimates. Any variances is to be made aware followed by 

determining the reasons and impact of these variances to the project. 


