
THE INSTANT
PROJECT 
MANAGER

Just Add Water



Who are we?

Chandra Beaveridge

Project Management Process Manager, 
University of Victoria

systemspmo@uvic.ca

Ivan Petrovic

Client Account Manager/Senior Project Manager, 
University of Victoria

ivanp@uvic.ca 

mailto:systemspmo@uvic.ca
mailto:ivanp@uvic.ca


How many of you are full 
time project managers?



Goals

• Review project management 
toolkit:

–Simple project process

–Project Plan

–Communications

•Issues template

•Status update template

•Change log/change management

•Terms of Reference template

–Team building

–Closeout Report

• Provide our lessons learned



Project Roles

•Sponsor
–Project champion, also shields project

–Provides project with funding and resources

•Stakeholder
–Affects or is affected by the project

•Project Team
–Anyone who is resourced to complete the project

•Project Manager
–Person accountable for making sure project activities are 
completed to support project success



Simplified Project Process

 The Idea 
Or

 The Mandate 

Project Manager is 
assigned

PM commences 
regular status 

updates

PM seeks Sponsor 
and IT Leadership 

sign-off

PM creates a 
Project Plan

Project Change 
Management Plan 

is followed as 
appropriate

PM verifies scope 
completion and 

quality as per the 
Plan

PM seeks sign-off 
from the Sponsor 
and the project is 

Closed
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PM commences 
regular project 

meetings

PM drafts the 
Closeout Report 
with the project 

team

Project 
Retrospective



Where are we in the story?

 The Idea 
Or

 The Mandate 

Project Manager is 
assigned

PM seeks Sponsor 
and IT Leadership 

sign-off

PM creates a 
Project Plan



Project Plan

•What is a Project Plan?

–Tool to communicate expectations

–Developed with the project team

–Agreement between stakeholders 
and the project team

•What makes a good Project Plan?

• Realistic

–Clear and concise

–Detailed for the scale of the project

•What is the audience of the 
Project Plan?

–Project team and stakeholders



What about the water?



What did we build?

•Understanding the problem, not jumping to 
solutions

–User stories and requirements gathering

•Creation of a transition to operations plan

–Clear support expectations

LESSON LEARNED #1



User Stories

As a …  

I want …  

So that I can … 



User Stories

As a … Project Manager at UVic

I want … to present my experiences managing 
projects at UVic

So that I can … help others through similar 
project experiences



User Stories

The old way:

Can someone pass me a Kleenex?

The new way:

User Stories!



User Stories

As a … a person who just spilled tea on myself

I want … an absorbent towel

So that I can … clean myself up easily



User Stories

As a … student

I want … an easy and safe survey tool

So that I can … gather information for my course 
assignments



Where are we in the story?

PM commences 
regular status 

updates

Project Change 
Management Plan 

is followed as 
appropriate

PM verifies scope 
completion and 

quality as per the 
Plan

PM commences 
regular project 

meetings



Communications

•Your job.
–Seek communications 
support

•Communications Plan
–How will you interact with 
your stakeholders and 
clients?

•Status update template
–Follow up often

•Change log and decision log



Batteries not included

•Software as a Service

•Vendor Management

–How will you interact with the vendor?

–Exit strategy?

–Decision log?

–Change management? What is their release cycle?

–Escalation Path?

•Use your network

•Vendor Project Management

LESSON LEARNED #2



Team Building

•Kick-off meeting

•Regular stand-up 
meetings and check-ins

•Skype or Lync

•RACI Matrix



Who’s the Boss?

•Having the right Sponsor

•Steering Committee
–Terms of Reference

–How will decisions be made?

•Service ownership
–Who are we building this for? 
Who are the stakeholders? 

–Service Level 
Commitment/Service Level 
Agreement

LESSON LEARNED #3



Where are we in the story?

PM seeks sign-off 
from the Sponsor 
and the project is 

Closed

PM drafts the 
Closeout Report 
with the project 

team

Project 
Retrospective



Closeout Report

•What did the team do well?

•What would you do 
differently next time?

• Involve the team

•Sign-off



Instant Project Manager Package

https://tinyurl.com/instantprojectmanager

https://tinyurl.com/instantprojectmanager

