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How You Can Have a Stress-Free Holiday Season Using Project Management    
                               by Janet Williams 

Are you feeling your stress level rise as you get closer to the holiday season? Do you feel that the crunch is on as you look 
at the calendar and realize that it is December 1st and the holiday season is upon us? The trick to staying centered and 
balanced during the holiday season is through proper “planning.” Use your Project Management skills to turn your situation 
around. Don’t procrastinate – start now. 

Project Scope 

It is easy to get overwhelmed during the holiday season trying to do too much. We have all heard the stories of those who 
have decided to embark on the romantic idea of homemade gifts, baking or crafts, only to realize the stress on the eve of 
the big day that doing things last minute is the wrong time to be working on mammoth projects that require huge amounts 
of time and effort. This is the biggest risk that faces all of us during the holiday season – the risk of taking on too much. De-
fine how much you feel is reasonable for you to take on before you begin. Do you plan to shop for or make gifts? Are you 
planning to host any celebrations? Do you spend time baking or decorating or mailing out cards? Are you planning any fun 
holiday outings to ski, skate or snowboard? To help you determine the scope of the work, use our helpful Holiday Planner, 
to help you define those items you will commit to this year. 

 Project Planning 

In any project, once the team has decided on the scope of work then they develop their “Work Breakdown Structure.” 
The Holiday Planner lists all the typical activities surrounding the holiday season.  Review the Holiday Planner and   

                                                                          ...continued on page 3 
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President’s Letter -Holidays and Giving Back 

Now that Thanksgiving is behind us, we look towards the next set of holi-
days. Many of us will attend numerous parties, start shopping for co-
workers, friends, and family, and prepare or attend another feast. PMI 
Westchester has been busy making sure our December 13th Chapter 
meeting is one you will enjoy. This month we start at 5 p.m. with a net-
working and hors d’oeuvre hour, followed by our normal Chapter meeting 
programming. I want to extend my gratitude to the entire Program team 
for organizing and planning this event! 

However, the Chapter fun doesn’t stop there. At our November Chapter 
meeting, our VP of Programs, Mike Byrnes, announced the Chapter is 
planning to work with a local food pantry in January to help those in need. 
Many of you expressed your interest in participating in such an event, so I 
encourage you to reach out to Mike (VP.Programs@pmiwestchester.org)
to get more details. 

The Chapter is also working on our partnership with Volunteer New York, 
a non-profit organization focused on serving those in Westchester and 
the surrounding communities. Stay tuned to find out more about the 
Chapter’s plans. And, be sure to “Save the Date” for our Annual Symposi-
um to be held on April 29, 2017!! 

See you at the December Holiday and Chapter Meeting at The Stone 
Manor 101 in Hawthorne… 

Brenda Horton, PMP 
President 
PMI Westchester 
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How You Can Have a Stress-Free Holiday Season    
                                  ….cont from page 1 

 

add or remove tasks as necessary. Make sure to identify the person who will be re-
sponsible for the task in the Resources column. Once a person has been allocated to 
a task, they need to estimate the duration for their tasks and indicate on the Holiday 
Planner when they will be doing the task. 

Your Work Breakdown Structure may include everything from buying stamps and 
holiday cards, to gift giving, attending events such as office parties and concerts, hair 
appointments, food, decorations, family/friend celebrations and exercise. If you know 
that you will not stay away from the dessert table and all of the treats this season, it is 
a good idea to include in your Holiday plan the days you will work out and do exer-
cise. This will ensure that you stay healthy and will help your stress level also stay 
low. 

As well, determine your budget for gift giving, celebrations, decorations and foods. 
For large formal events, you may find it easier to create your Work Breakdown Struc-
ture using our helpful Project Planning Tools. These individual sticky notes are a 
great tool for listing the myriad of individual things that need to be done for each area 
of planning during the holiday season. 

Project Execution & Risk Management 

Once your plan is developed you will have a clear idea of what you need to do. You 
may run into some risk along the way-perhaps the gift you were planning to give for 
someone was not available or exceeded your budget? Assessing at the planning 
stages those items that have high risk associated with them is important for Risk 
Management. 

It is a good idea to determine a back-up plan during the Project Planning so that if 
you need to, you can implement it during the Project Execution stage. All projects are 
subjected to risk and the best defence is recognizing this and monitoring to ensure 
that your Holiday Project Plan stays on track. 

Project Close 

Once your holidays are over, review your planning experience and make a note of 
what worked and what did not. This “close-out” exercise will make next year even 
easier! 

Enjoy this Holiday Plan and get yourself organized! 

Janet Williams, associate of Business Improvement Architects, 

is an experienced Business Consultant, Project Manager and 

Instructor. Janet specializes in Project Management and Busi-

ness Process Improvement and has worked for the Public and 

Private Sector, including non-profit organizations.  

https://www.facebook.com/PMI-Westchester-Chapter-340532847939/?fref=ts
https://www.linkedin.com/groups/115286
https://twitter.com/PMIWestchester
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If you think about it, Santa Claus is probably the best project manager out there. He manages to deliver presents 

to 1.6 BILLION children on Christmas Eve (that’s a few hours at most), this means that he has to visit 822 homes a 

second. Add to that, he has to manage 3,000 elves and 5.6 million reindeer (including Rudolph) who help him 

meet his deadlines.  

We've analyzed several Christmas carols and found these hidden project management lessons:  
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How to do Project Management   
Vacation Planning Right       
                     
                                     by Rachel Burger 

That time is upon us again. 

From Thanksgiving to New Year’s, everyone’s schedule is hectic. 
Some take time off for two weeks and shuffle off to long skiing vaca-
tions while others take off a day or two to grit their teeth through the holidays. At any company, the holidays are a stressful time. 
It’s—beyond a trying productivity period—a scheduling nightmare. 

For project managers, taking time off is tough. Taking a week off during a month-long project is just plain reckless—even if 
you’d planned it months in advance. But, as Utpal Vaishnav of PMCraft notes, “if it’s a year-long project and still you’re not able 
to take a week or two off then you’re doing something very synonymous to mismanagement.” You need to take the time to 
breathe to be an effective project manager. 

So how do you balance everything? And what about your team? Follow these guidelines below to make sure you and your 
team can actually enjoy your vacations instead of stressing about what’s happening in the office. 

Automate everywhere you can. 

That means letting project management software take the lead on some of your tasks, like reporting and requirements manag-
ing. Train your team to check in with the software before checking in with you. 

What does this look like? Use options like Mavenlink or Wrike, which have strong collaboration tools, to highlight who is working 
on what task at what time. Name a point person to cover for you who has the decision-making skills to dole out approvals. 

Project management software can also help manage vacation schedules. Smartsheet, for example, has a sheet dedicated to 
vacation management. Atlassian JIRA also offers a team calendar feature that will highlight if a vacation will conflict with a pro-
ject. These features can help you and the rest of your team make sure vacations don’t conflict. 

This way, if a worker requests time off before the beginning of a new project, their vacation time can be scheduled into the pro-
ject beforehand. These software options also provide a visual outline of a project’s process in conjunction with holiday sched-
ules, taking the guesswork out of planning sprints. 

Communicate expectations clearly. 

If you’re working with a virtual office, make sure your lines of communication are open with not just your online team, but their 
managers and human resources department as well. Send your critical work days to the respective HR departments so that 
management doesn’t approve days off that would interrupt your project process, say, during a critical path. 

Set expectations for those in and out of the office. If you’re in the office coding away when half the team is on the beach, it can 
be tough to stay focused. Make your objectives clear for those who aren’t on vacation. In worst-case scenarios, use temporary 
workers to ensure all the work gets done. 

As for those who are planning to go on vacation, make it clear that if they don’t want to work through their holiday, 
they must finish their deliverables before they leave. If that’s impossible, work with these employees to nominate a point person 
to finish the work. Once again, project management software can help document what needs to be done by when—use this 
software to ensure that all tasks will get completed before final delivery. 

Enjoy your vacation.   

Project managers often assume that they’re too important to take serious time off work. But there are many potential business-
related benefits to taking time off, including increased creativity, productivity, and worker health. So enjoy! 

Rachel Burger specializes 

in construction and project management . She 

also runs her own blog on content marketing. 

On the rare occasion Rachel isn't writing, 

she's reading, hiking, jogging, or spending 

time with her friends and family.  
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The Critical Path is 

PMI Westchester’s 

free monthly        

newsletter, published 

as a  service for    

members and                 

non-members alike.  

 

 

 

 

 

We’re looking for your 

contributions!!  

Earn PDUs for every 

published article!  

To submit an article for 

publication,  

please contact : 

Kathy Steuber    

Newsletter Editor-In-

Chief 

 newsletter@pmiwestchester.org 

 

The Critical Path 

Call to Action 

Building Project Momentum around Holiday Season                   
                       By Sanket Pai  

A project manager understands the importance of project momentum, as it has a lot to 

do with motivation. It goes without saying that the more motivated the team members 

are, the better the project will be executed and promptly. The holiday season is an ide-

al momentum to motivate project team members. 

In general, there are two ways that a project manager can approach the holidays as 

project momentum. 

First, the holidays as a year-end momentum. Use the last quarter of the year to 

remind team members that it is good timing to set a good tone for ending the year. 

The year-end deadline is coming soon, so it is time to do things better and faster, 

while there is still time. 

Second, the holidays as a new year’s resolution momentum. Use the final quar-

ter to remind team members that the New Year is looming. Setting a good tone for 

starting the year is key to maintain good quality throughout the year. Be specific on the 

deadlines and the measurable level of realistic quality to achieve in the following year. 

As a project manager myself, I include these five activities when approaching the holi-

days as project momentum. Choose the ones that fit your goals. 

Launch the project with optimism 

If a new project will be launched in the first month of the new year, start talking about it 

optimistically, as soon as you receive the confirmation, even months prior. This would 

create a healthy anticipation. 

Celebrate “little wins” on a daily basis 

As the project is approaching the final quarter of the year, be even more positive and 

spread joy and optimism on every little win the team members accomplish every single 

day. Make a big fuss of every small triumph. 

Spread positivity 

This goes without saying since one of the project manager’s responsibilities is motivat-

ing team members to complete their tasks in time. Remind yourself to maintain and 

even increase optimism, especially in the spirit of the holidays. Having team members 

wearing Christmas hats, for instance, is a simple gesture but greatly help in creating a 

relaxed and joyful ambiance. 

Create excitement around deadlines 

Make deadlines work for your team. Gamify deadlines by making achieving them fun 

and rewarding. Use small rewards, like foods, praises, and thank you cards. Group 

several small rewards into one large reward, like after achieving three small ones, they 

can get a special gift. 

                     ..cont on page 10 



 

Dec 2016 PMI Westchester Critical Path Newsletter 8 



 

Dec 2016 PMI Westchester Critical Path Newsletter 9 

Chapter Meeting 

Dec 13, 2016  5PM 

 
Integrating CM with PM Pro-
cesses for Successful Busi-

ness Transformations  

Agenda 

6:00 | Registration, Networking & 
Dinner 
 

6:45 | Announcements, Introduc-
tion of Program 

 
7:00 | Guest Speaker or Internal 
Program (1 PDU) 

 
8:00 | Participants network and/or 
participate in SIGs 

 
8:15 | PMO SIG, Quality SIG pro-
grams (1 PDU) 

Topic: 

 
Integrating CM with PM Process-
es for Successful Business Trans-
formations  

PDU Category:   

Strategic & Business  

 Speaker:  

      Deven Trivedi  & Chris Turner 

Fees: 

Chapter Members- $20 

Non-Members- $30 

We accept cash or checks.  Sorry, 
no credit cards. 

Location: 

The Stone Manor 101 

101 Saw Mill River Rd 

Hawthorne, NY 10532 

 

UPCOMING PMIW EVENTS 

Topic Date Time 

Breakfast Roundtable– Managing the Art of 

the Tough Conversation  

Dec 6, 2016 7:30 AM 

Chapter Meeting Dec 13, 2016 5:00 PM 

Chapter Meeting Jan 10, 2017 6:00 PM 

Breakfast Roundtable—Planning, Tracking 

and Control with MS-Project 

Jan 24, 2017 7:30 AM 

Chapter Meeting Feb 7, 2017 6:00 PM 
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PMI Offers On      
Demand Free   
Webinars for   

Members! 

 

If you are in need of PDUs 

and don’t know where to 

find them, look no further. 

PMI members can access 

a library of webinars ad-

dressing project manage-

ment trends, best practic-

es, how-to-guidance, and 

much more—all available 

to help you make meaning-

ful contributions to the pro-

ject that you lead or work 

on. 

You can choose from a 

variety of focus areas. Just 

simply log into PMI.org and 

go to the Learning, or click 

http://www.pmi.org/

learning/on-

demand_webinars.aspx 

and you can select from 

any number of free webi-

nars, all while earning pre-

cious PDUs toward you 

recertification.  

You have nothing to lose, 

only PDUs to gain!            

Happy Learning!! 

 

Building Project Momentum Around Holiday Season                                                                        

                                                                                ..cont from page 7  

Reward team members who rescue a late task 

Generally, in a team, there are members who work faster than others. Reward those 

who have completed their task and choose to “rescue” members who are behind the 

deadline. Small rewards and recognitions would be sufficient. 

The holiday is a special season for all. For project management, it is a significant mo-

mentum to boost morale and increase motivation. Use it to the project’s advantage. 

Be creative with the activities. After all, a project manager is responsible for maintain-

ing positive communication and motivating team members to finish tasks with high-

quality outputs and in a timely manner. 

Sanket Pai is a Design Thinker, Head 

–of Product & Customer Experience 

at Celoxis  

Happy Holidays! 

Thank you for participating in PMI-Westchester events this past year. It is and 

has been our pleasure to serve you!  We wish you and your loved ones the 

happiest, healthiest and merriest of seasons and a very Happy New Year!!         

We look forward to all of the exciting things to come in 2017!  

 


