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4 Things to Prepare For Before Kicking Off Any Project 

Simon Horton is the Founder of 
ShopIntegrator.com, a hosted shopping 
cart store aAdd-in. His years of 
experience have helped him setting up 
this platform. Feel free to reach him out 
on Google+. 

If you have a project-based business, 
you already know that many things can go wrong between 
you and the successful completion of a project. From 
budget to bureaucracy, anything can suddenly become a 
viable threat to your project. However, the most detrimental 
of them all is not knowing when you will finally finish the 
project successfully. 

Project management is a complex process and involves a 
lot of risks. It calls for an extensive as well as collective 
attention to various budgetary, human and technical 
variables. Besides, a project often includes specialized 
factors that are critical to its success and need to be 
addressed for proper implementation. Now the question is: 
How do you define success? 

Is it when you accomplish the scope of work? Or when your 
client pays for the project? 

In most cases, businesses have no pre-defined success 
criteria to kick off a project. Worst still, many have a wrong 
set of criteria to begin with. There are instances where 
every person involved in a project had a different notion of 
what success is and this is the reason many projects fail. 

Here are 4 things you need to prepare before kicking off a 
project. 

1. Define Objectives 

The first thing is to understand what you need out of the 
project. Read the “Statement of Work” and decipher each 
item listed there. This document spells out the objectives, 
timeframe, scope, assumptions, high-level requirements, 
resources and everything else about the project. So read it 
thoroughly. 

Most projects go wrong here. Managers fail to fully 
understand the objectives and scope, which in turn, affect 
the project’s cost estimation, timeline, and resources. 
Understanding of the objectives and scope of the project is 
one of the core requirements. 

 

Now it is also important to understand that a project has 
more than one objective. It is therefore important to 
understand relative importance of each objective and 
define scope for them. For example, if the Statement of 
Work is to create an eCommerce website for a retail brand, 
the objective is more than creating a platform that allows 
online transactions. You need to first define the business 
model, based on which the eCommerce design will be 
decided. 

In addition, you need to define 
other scopes such as shopping 
cart, log-in features, payment 
option and shipping, etc. In fact, 
scopes can be anything ranging 
from ideas to features that your 
client would like to incorporate. 

Listing your objectives and 
scope will also help you to 
understand the various constraints that you are likely to 
meet on the way. Let’s go back to the eCommerce website 
example once again. Do you want to create a new site or 
merge it with your existing website? What are the major 
challenges there and how you can overcome each of 
them? 

In addition, you need to define the timeframe. Defining the 
scope along with the timeline is what brings you, the team, 
and your client together. In its essence, scope is the driving 
force of a project. 
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Letter from the President 
We held our 2015 Professional Development day 
on 28th March and I will like to congratulate the 
entire team of PMI Westchester - Board members 
and volunteers for the excellent show. We had 
great line of speakers, excellent audience and 
received a very good response/feedback from 
them. 

First quarter of the year is over and it looks like the 
U.S. job market is turning a corner as caution gives way to confidence. 
Project managers are feeling that growth spurt too and our chapter will like 
to provide more professional networking opportunities to take advantage of 
all it. All of us must understand the importance of developing our personal 
brand within the project management community and at our work place. 
We must develop strong professional relationships and learn what our 
peers are doing in the industry, learn about new trends and project 
management tools and inject new ideas into our workplace also. 

On our chapter front, all members must have received nomination call 
email for different board positions. We encourage you to nominate yourself 
or others fellow members to any of these positions. We need new people 
on our board which can help us to come up with fresh ideas and can bring 
in latest trends of project management to our chapter working also.  We 
have lot of incentives to our volunteers to join the board. Do hope to see 
more response from our members for this election. 

See you at this month’s chapter meeting 

Pawan Kumar, PMP 
President 
PMI Westchester  
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PMI Westchester Elections – Call for Nominations 

Carol DeGrella is the PMI Westchester 
Chairperson for the Nominating 
Committee.She can be reached at 
cdegrellammapmp@gmail.com. 

PMI Westchester would like to invite you 
to nominate candidates for the following 
positions: 

 Secretary 

 Treasurer  

 Vice President of Membership 

 Vice President of Outreach 

In accordance with our chapter Bylaws, chapter members 
are invited to nominate candidates for Secretary, Treasurer, 
Vice President of Membership and Vice President of 
Outreach for election in May. You may nominate yourself or 
any other chapter member who is qualified for these 
positions. 

1. Must be a PMI Westchester member in good 
standing for at least 1 year prior to the election. 

2. PMP strongly preferred, but not required. 

3. Must have served as a Director or Program 
Manager in the PMI Westchester Chapter for at 
least 1 year prior to the election. 

4. Must have expressed a commitment to fulfill the 
duties of the applicable officer and demonstrated 
knowledge of PMI Westchester operations, as 
judged by the Nominating Committee. 

5. Must be an active participant at PMI Westchester 
programs. 

Please email your selections to Carol DeGrella, at 
cdegrellarnmapmp@gmail.com no later than Wednesday 
April 22nd. The Nominating Committee will review each 
perspective candidate and those candidates who meet all 
of the above qualifications will be placed on the ballot for 
election and will be sent a short bio form that will be 
included on the ballot.  The bio will need to be completed 
and returned no later than Wednesday April 29th.   

While considering candidates for any of these positions, 
please keep in mind the many benefits of serving. This is 
an unparalleled opportunity to network, demonstrate 
service to the community, and be recognized as a project 
management leader. 

Position Descriptions 

Secretary 

 The Secretary shall keep the records of all business 
meetings of the PMI Westchester Chapter and 
meetings of the Board. 

 Be responsible for managing essential chapter records 
and providing for efficient communication, electronic 
and otherwise, among officers. 

Treasurer  

 The Treasurer shall oversee the management of funds 
for duly authorized purposes of the PMI Westchester 
Chapter and provide all financial reports required by 
PMI and governmental authorities. 

 Will provide an accurate account of income and 
expenditures to the Board on a quarterly basis and will 
keep adequate documentation of expense and income.  

 Will provide any and all documentation upon the 
request of the President, Vice Presidents, officers or 
Directors. 

Vice President of Membership  

 The VP of Membership shall be responsible for 
receiving and maintaining the membership database(s), 
and the mailing list(s) of non-members.  

 Additional responsibilities include providing e-mail and 
mailing addresses upon Board request to conduct 
Chapter communications and creating/distributing new 
member welcome letters and annual membership 
renewal notices. 

Vice President of Outreach  

 The Outreach Vice President shall be responsible for 
managing the academic, business, and community 
outreach programs that support the Chapter's vision, 
mission, and goals. 

Dates to remember  

April 9 – April 22 Nomination period 

April 22 – April 29 
Bios completed by qualified 
candidates 

May 17 - May 31 Voting period 

June 9           
The nominees with the most votes 
will be revealed at the Chapter 
meeting 

July 1 
Candidate elects will assume their 
new roles 

 

Please contact me if you are interested in running for one of 
these positions or if you would like to nominate someone.  
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From The Sponsor’s Desk – The Devil Is In The Details 
Drew Davison is the owner and principal 
consultant at Davison Consulting and a 
former system development executive. 
He is the developer of Project Pre-
Check, an innovative framework for 
launching projects and he guiding 
successful project delivery, the author of 
Project Pre-Check - The Stakeholder 

Practice for Successful Business and Technology Change 
and Project Pre-Check FastPath - The Project Manager’s 
Guide to Stakeholder Management. He works with 
organizations that are undergoing major business and 
technology change to implement the empowered 
stakeholder groups critical to project success. Drew can be 
reached at drew.davison@projectprecheck.com 

Technological complexities often pose significant 
challenges to project staff. That’s especially true when a 
number of companies are involved and the technologies 
run the gamut from hardware subsystems, system and 
application software and communications infrastructure. In 
these cases, the difference between success and failure is 
often a function of detailed minutiae. Correctly addressed 
and everybody’s happy. One small item overlooked and 
there’s hell to pay. 

In this case, the company was responsible for a vital 
interface between a financial services provider and its 
corporate clients. The company needed to move the 
servers that managed thousands of transactions a day and 
still ensure they provided 24x7x365 coverage to their 
clients. They planned, they studied, they consulted, they 
configured, they tested and tested again. They thought they 
were ready and so flipped the switch. And then the fun 
began. 

Thanks to S.B. for the details on this case. 

The Situation 

This company managed millions of transactions daily 
across their various services. One of the services provided 
a bridge between their financial services clients and a 
remote exchange. That service was hosted on three 
parallel servers located across the continent and managed 
by a local firm on their behalf. The service provided an 
attractive revenue stream and so the company decided to 
invest in upgrades to the hardware, software and 
communications services to provide faster throughput, 
greater stability and security. However, when they 
contacted the local firm to plan the upgrades, they 
discovered the local firm was no longer interested in 
managing the service. So, what to do? 

The company decided to move the service to their data 
center and host it locally. They had the facilities. They had 
the capacities. They had the skills for the new target 
environment. The biggest challenge would be to acquire 
the expertise to work with the existing configuration and 
manage the transition. So they launched the project. 

The Goal 

The project would be handled in two phases. Phase I would 
move all equipment and functionality to the company’s data 
center and offer the same levels of service as provided by 
the remote facility. Phase II would upgrade the servers to 
company standards, move the operating system version to 
current levels, convert to the database technology used 
internally and implement a disaster recovery capability. 
There were also a number of functional enhancements 
planned to address client needs. 

Phase I was to be completed in seven months at a cost of 
$720,000. Phase II would be sized and planned on the 
successful completion of Phase I.  

The Project 

The sponsor, the 
business director 
of the service, 
worked with the 
CIO to line up the 
key decision 
makers including 
the VP of Computer Services, the VP of Software 
Development and a project manager with suitable 
knowledge and skills, with an initial focus on Phase I. They 
also contracted with a local technology support 
organization to manage the move. These four individuals 
plus the assigned manager from the contractor made up 
the steering committee that would oversee the project. 

With the steering committee in place, the project manager 
got to work. He put together a project charter and had it 
approved by the members of the steering committee. He 
then worked with the contractor and the firm that currently 
managed the service to consider alternatives for the move. 
There were three options that made the cut for further 
consideration: 

1. Replicate the current configuration with three new, 
identically configured servers in the company’s data 
center. Once the switchover was complete, the old 
servers would be decommissioned. 

2. Move one of the existing servers to the data center to 
handle the initial switchover and ship and configure the 
remaining two servers after the initial switchover was 
complete. 

3. Move one of the existing servers to the data center 
and add a new, identically configured server to handle 
the initial switchover. Ship and configure one of the 
remaining two servers after the initial switchover was 
complete and redeploy the remaining server. 

The PM put together an assessment matrix to manage the 
evaluation of the alternatives. Factors considered included 
capital costs, one-time and ongoing expenses, resource 
and skill availability, conversion and operating risks and the 
impact on schedule, quality and test plans. 
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From The Sponsor’s Desk – The Devil Is In The Details (continued) 

As a result of the analysis, the PM and contractor both felt 
option 2 was the preferred approach. It was by far the 
lowest cost in terms of capital, one-time and ongoing 
expense. It was the simplest approach and therefore lower 
risk on some dimensions although it would not offer bullet 
proof reliability during the switch over period. 

With the analysis complete, the PM presented his findings 
and recommendation to the steering committee. It was a 
very contentious affair. The VP of Computer Services was 
adamant that Option 1 was the only viable approach. He 
pointed out that the performance penalties contained in 
their contract with the exchange would wipe out any 
possible savings and result in considerable incremental 
costs if there were any significant issues. The sponsor and 
the VP Software Development liked the recommended 
approach for the lower cost and apparent simplicity. As the 
key stakeholders were unable to agree, the matter was 
escalated to the CIO. After considerable heated debate, the 
CIO sided with the recommended approach – Option 2. 

The PM got to work. He developed a detailed work 
schedule and expense plan. He drafted a risk plan. He 
prepared a master test plan strategy and a quality plan. All 
were reviewed and approved by the steering committee 
members. Work progressed ahead of schedule and well 
below budget until they were ready to do the switchover. 
And then the fun began! 

The Results 

The initial cutover at midnight, almost six months after the 
start of the project, failed. There was a communication 
problem. The service had to be switched back to the 
original site. Outage – 2 hours. The next attempt three days 
later also failed. There was a date problem. Back to the 
original site. Outage – 3 hours. This pattern reoccurred over 
the next three weeks, with six more failed attempts and 
outages totaling more than 16 hours. After a number of 
particularly nasty conversations with the exchange, his 
CEO and his clients, the CIO finally pulled the plug on the 
project. 

After a bitter post mortem, the company decided to 
relaunch the project with Option 1 as recommended by the 
exchange and supported by his clients. The project was 
finally delivered successfully, ten months late and, including 
exchange penalties, almost three times the original budget. 

How a Great Leader Could Have Helped 

This project got off on the wrong foot and never recovered. 
It was almost entirely internally focused. The stakeholder 
group included only managers within the company whose 
organizations would be affected and the hired contractor. 
They forgot about the exchange the service supported. 
They didn’t consider the needs of their clients or give them 
a voice at the table.  

Had they included the exchange in their stakeholder group, 
they would have discovered that using a single, standalone 
server to support the feed from the company’s clients to the 
exchange was unacceptable. Had they included their 
clients in the discussion, they would have heard the same 
message. In addition, the exchange could have provided a 
very explicit road map they had used with other 
intermediaries in similar circumstances to manage the 
transition successfully. 

Check’s three building blocks covering stakeholder, 
process and decision area best practices right up front so 
you don’t overlook these key success factors. 

Finally, if you have a project experience, either good or 
bad, past or present, that you’d like to have examined 
through the Project Pre-Check lens and published in this 
blog, don’t be shy! Send me the details and we’ll chat. I’ll 
write it up and, when you’re happy with the results, Project 
Times will post it so others can learn from your insights.  
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4 Things to Prepare For Before Kicking Off Any Project (continued) 
2. Research and Due Diligence 

Once you’ve defined the objectives and scope and had 
them approved by all parties involved, it’s time to 
determine where you stand, in terms of the project. Your 
research team needs to create a detailed report including 
the market opportunities and challenges. A few model 
questions you need to answer include: 

 What are the current market trends? 

 Who is the target audience? 

 What does the target audience need? 

 Who are the competitors? 

 What is the competition up to? 

 How can you help your client to be different than the 
competition? 

 Is there any challenge the market is facing? If yes, list 
each of them 

 How can you address the challenges? 

 What are the problems (if any) your team is likely to 
face to complete the project? 

 What are the best alternatives to solve the problem at 
hand? 

Now, these are just some examples and there are more 
such questions. The goal is to get a clear perception so 
that you can go to the next step with due diligence. 

3. Plan of Action 

Your plan of action begins with defining roles and 
responsibilities. Some of the key players in a project are: 

 Client/Project sponsor. They are the ones who fund 
and own the entire project and all aspects of the plan 
must be reviewed and approved by them. 

 Business experts who will define the scope and 
approve the related documents. 

 Project manager responsible for creating, executing 
and controlling the project plan. 

 Project team to build the end product and is 
responsible to identify risks, design issues and quality. 

In addition, there are others who actively participate in a 
project such as auditors, procurement specialists, and 
quality and risk analysts. 

During this step you also need to give a definite timeline for 
each activity. In other words, you need to estimate how 
much time is required to complete each task. Set relatively 
frequent milestones and deadlines to ensure that your 
project is on track. 

 

Similarly, you need to prepare budgets and resource 
allocation. Budget is a crucial factor. Your aim should be 
to stick to your budget until the end or come in under 
budget. In terms of money spent, it is necessary for your 
team to know where they stand. Same goes for resources, 
which are the life-blood of a project. Also, make sure that 
the project team has the right skills and attitude for the 
successful completion of the project. 

Finally, get the plan of action and each item mentioned 
above approved by your stakeholders. 

4. Contingency Plan 

What if your Plan A fails? 

Developing a good “Plan 
B” is important. As 
discussed, there can be 
times, despite good 
planning, when things go 
wrong. This is why you 
need to invest your time 
and effort in contingency 
planning. This again 
includes risk assessment and determining what could go 
wrong. 

You will need to create a backup strategy after identifying 
and prioritizing risks. The goal here is to address all 
business-critical operations, keeping everyone’s needs in 
mind. Also, keep the plan simple. 

In addition, your Plan B should address outsourced 
resources and emergency funds, should you happen to 
need them. 

Conclusion 

A lot of what we’ve discussed here revolves around 
understanding the objectives and scope of a project. From 
your client and stakeholders to your project team 
everyone should be aligned to the objectives and scope. 
Communication also plays an important role in successful 
project management. 

Finally, understand and accept that there will be situations 
where you need to deviate from the specifications. This is 
why we recommend you to invest in contingency planning 
and have extra time for such changes and requests to 
both save time and avoid pain points. 
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Chapter Meeting – April 14, 2015  6:00 PM – 8:00 PM 

Topic: LinkedIn 3.0 - Leveraging LinkedIn for Jobs, 
Sales and Business 

LinkedIn 3.0 - Learn to Leverage the new LinkedIn to Fast 
Track Jobs, Sales Leads and Business Opportunities 
Join PMI and Linda Van Valkenburgh, certified executive 
career coach to improve your LinkedIn skills to position 
yourself for career search or elevate your credentials and 
industry reputation. Linda will demonstrate how to use the 
new LinkedIn tools to execute an integrated strategy for 
building your Business and Personal Brand, and market 
yourself, or your business, or both through this robust social 
platform. 
 

Featured Speaker: Linda Van Valkenburgh 

Certified executive career coach Linda Van Valkenburgh is 
the owner of My Executive Career Coach, LLC. Based in 
Stamford, Connecticut, My Executive Career Coach offers 
comprehensive services to executives and other corporate 
clients who are seeking to overcome a job loss or make a 
smooth career transition. Linda Van Valkenburgh has in-
depth business expertise in advertising, marketing, 
engineering, industrial manufacturing, and 
entrepreneurship.  

Location 

The Royal Palace Restaurant 
77 Knollwood Road, White Plains / Greenburgh, NY 10607 
(at the south end of the Greenburgh Shopping Plaza) 
Phone: 914.289.1988 

Agenda 

6:00 | Registration, Networking & Dinner  
6:45 | Announcements, Introduction of Program  
7:00 | Guest Speaker or Internal Program (1 PDU)  
8:00 | Participants network 
8:15 | SIG programs; PMO, Quality (1 PDU) 

Meeting Sponsors 

 
 
Meeting Recruiter 
Johnson  Service Group 
Ashley Chesler, Senior AM 
E-mail: achesler@jsginc.com 
Phone: 914-940-2784 
 

Fees 

Chapter members − $20 
Non-members − $30 
We accept cash or checks. Sorry, no credit card  

Directions: 

From I-287 
 
 Take I-287 to exit 4. 
 At the end of the exit ramp turn SOUTH and go 6/10 of 

a mile to the traffic light at Stadium Road (sign may not 
be visible). 

 Turn LEFT onto Stadium, go 50 yards, then RIGHT into 
the unused end of the plaza parking lot. 

 Go to the far right hand corner of the lot where it 
connects to the part with the stores. Pass the stores 
and the movie theater on your left until you come to the 
Royal Palace. 

 

Map to Royal Palace Restaurant 
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Upcoming PMI Westchester and Other Educational Events 
April 2015 Job Club Meeting 

Topic: How to lead your clients from the brink of extinction 
to surviving & thriving 

Date:  April 17, 2015 

Time: 9:00AM to 10:30AM 

Speaker: Regina King, a career counseling adviser at 
Westchester Library System, will lead a seminar that will 
cover the following key points: Utilizing your network, the 
hidden Job Market, Informational Interviewing, and 
Organizing your Job Search. Regina has over 18 years of 
experience as a career counselor. She has helped people 
of diverse backgrounds to think about and make alternative 
career choices. 

Ms. King worked for the New York State Office of Employee 
Relations where she conducted career seminars for various 
New York State agencies. The employees learned how to 
choose career options, negotiate career paths within the 
agencies and outside of the civil service system. 

Location: Fordham Westchester, 400 Westchester Ave, 
Room 142, West Harrison, NY 10604 

May 2015 Chapter Meeting 

Topic: TBD 

Date:  Tuesday,  May 12, 2015 

Speaker: TBD 

Location: TBD 

March 2015 Breakfast Roundtable Meeting 

Topic: Work Breakdown Structure -- (This is a REMOTE 
ONLY Breakfast Roundtable! You must register one day in 
advance - e-mail tcsmithsr@verizon.net) 

Facilitator: Doreen DePass 

Date: Tuesday, May 26th   − 7:30 to 8:45 AM 

June 2015 Annual Business & Chapter Meeting 

Topic: Annual Business Meeting & Chapter Meeting (Topic 
TBD) 

Date:  June 9, 2015 

Speaker: TBD 

Location: The Royal Palace, 77 Knollwood Road, 
Greenburgh Shopping Plaza, Greenburgh, NY 

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 addressing project 
management trends, best practices, 
how-to-guidance, and much more — all 
available to help you make meaningful contributions to the 
projects you lead or work on. 

You can choose from a variety of focus areas such as 

 Agile 

 Benefits Realization 

 Career Management 

 Change Management 

 Communications 

 Industry-specific 

 Leadership 

 New Practitioner 

 Organizational Project Management 

 Requirements Management 

 Risk Management 

 Scheduling 

Just simply log into PMI.org and go to Learning, or click 
http://www.pmi.org/learning/on-demand_webinars.aspx, 
and you can select from any number of free webinars, all 
while earning precious PDUs towards your recertification.  

You have nothing to lose, only PDUs to gain. Happy 
Learning!! 

The Critical Path 
The Critical Path is PMI Westchester’s free monthly 
newsletter, published as a service for members and non-
members alike. We’re always looking for your contributions.  
To submit an article for publication, please contact the 
newsletter editor listed below: 

Brenda Horton − Chief Newsletter Editor 
newsletter@pmiwestchester.org  

Kathy Steuber – Co-Newsletter Editor 
ksteuberpmp@aol.com 

  
 


