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1. 	A common mistake of Project Management is starting a project too quickly, upper management such as the Programme Board or the Executive may wish to see that some action has been taken, however, when Projects are rushed it can result in an ill-defined Business Case and a poorly designed product. The processes involved within the start-up of a Project are crucial and will consist of the following; 

a. The Executive and the Project Manager are appointed
b. Lessons learnt from previous projects are studied and utilised where necessary 
c. Understand what’s required and appoint the appropriate Project Management Team
d. Plan and state the Business Case and create the Project Initiation Document (PID) which includes the Terms of Reference (TOR)
e. Affirm the approach for the project and write the Project Brief
f. Plan and conduct the Initiation Stage


2. 	Terms of Reference (TOR) of a project is to set out a clear understanding, these include an overview, tools/resources required, project plan, a list of processes and activities, project controls, and the implementation of configuration management. 


3. 	To gain an understanding of the Project, we must first clarify the project’s business case. For the Wet and Dry Project, our business case / SMART objective is: ‘To conduct a Wet and Dry routine which a full cycle is to be completed in 5 hours, onboard HMS Ocean, for the strategic benefit of Cougar 15 Deployment, whilst minimising the impact on the organisation’s operational capability’. 


4. 	The main tools needed for this Project are people, however, it can be expanded to what they must do to complete the project, this can be broken down to planning, controlling and monitoring. In planning, the Executive and the PM must plan the Project, to assign manpower and timings. With controlling, this can be done by the PM, Quality Assurance and Administration, this not only means the PM will manage his staff for the Project but also the Quality Assurance can ensure that the Project will meet its business case and the Administration have the legitimacy and proof to show what has been done. For monitoring, these tasks are usually carried out by the relevant Stage Managers or Work-package Managers, information must move freely between the Managers to the Quality Assurance and Administration this is to resolve any problems efficiently. 


5. 	A project plan describes in sufficient information how, when and by whom a precise target is to be achieved, this does not only apply to the target of achieving the project’s end goal but also the targets for quality, cost and time to name a few, it goes without saying that all targets set must be achievable too. The plan is essential for any project, it is initially created at the start of the project and must be continually updated during the project, one way to do this is by creating an Action Board to mark off what targets have been completed and what hasn’t. To summarise a project plan will be able to answer these following questions; who, what, when, where, why and how much. 




6. 	The method and steps involved in the planning a project can be done methodically by utilising a three-level plan which consists of a Project Plan, a Stage Plan and Team Plans. 

a. The Project Plan is created during the initiation of the Project used by the Project Board at a Direction Level, it will show the product/s, when they will be delivered and how much it will cost. The Project Manager (PM) updates the Project plan as they go along.

b. The Stage Plan is used at the Management Level by the PM on a daily basis, it is more detailed compared to the Project Plan and focuses primarily on each stage of the Project. 

c. Team Plans are created and used by the Team Manager at a Delivering Level, this plan concentrates on the work that’s assigned to the Team Manager in Work Packages. 


7. 	Most project methods start with activities first, these are commonly known as “Work Breakdown Structure”, however, the planning sequence within PRINCE2 consists of 7 steps to attain a plan, it starts with identification of the product, and only then considers the processes, activities, resources and dependencies to meet the delivery. Below are the 7 steps explained briefly; 

a. Step 1 Design the plan: This is where the Project Manager chooses the style and format of the plan. When choosing the plan design, consider your audience, and types of tools required for things such as estimating, planning and monitoring, however, consideration for this might not be mandatory but beneficial, this is because it will highlight the overuse of tools and dependencies issues. 

b. Step 2 Define and analyse products: This can be done by using Product-Based Planning. The four main steps to Product-Based Planning are; 

i. First step is to write the Project Product Description to describe the main product that the project will produce. 
ii. Secondly, you must create a Product Breakdown Structure (PBS). A project product can be broken down to major products and again to lesser products, utilising a PBS will give you a hierarchical overview of this. 
iii. Writing the Product Description is done for each identified product within the PBS, but for smaller projects only a Project Product Description might be sufficient. 
iv. The last step is to create a Product Flow Diagram to show the order in which the products will be developed, this will highlight dependencies in the project. 

c. Step 3 Identify activities and dependencies: This step focuses on what activities are required to create the products and what deficiencies we can expect, using the information from the Product Based Planning this step will be significantly easier. Ensure to seek dependencies between activities, there are two types, internal external, where internal dependencies are within the Project, external dependencies are outside of the Project. 


d. Step 4 Prepare estimates: Estimating comes down to determining the amount of time and resources are given to one task so it can be delivered to an acceptable standard, and depending on the task, the PM should gather relevant and experienced people for guidance on defining the estimations. 

e. Step 5 Prepare the schedule: For the preparation of the schedule the PM must have sufficient information, such as; list of activities, their dependencies, the time, and the cost to deliver each task, these must be organised into an agenda and a sequence must be shown. 

f. Step 6 Document the plan: This step you’ll include various text to help document and explain the entire plan. The document can consist of the following text; a plan description, plan requisites, dependencies (internal and external), planning assumptions, lessons learned, monitoring and control, project budget, and tolerances. 

g. Step 7 Analyse the risks: Always analyse the risks for each step, make sure to add any new information on risks and manage them accordingly, additionally, add an overview of all risks to the documentation of the plan.  


8. 	The definition of Issue and Change Control is to be able identify and solve issues. Issues can be broken down to three types; request for change, which is a request to change the requirements for the product, off-specification, is when the requirement for the project has not been fulfilled or forecasted not to fulfil, and problem/concerns, this is for everything else that needs to be addressed to the PM. Issue and Change Management can be explained in five steps, abbreviated as CEPDI. 

a. Capture: This step determines the type of issue, whether it is formal or informal, formal issues can be documented with an Issue Report, on the other hand, informal issues can be written in a daily log. 

b. Examine: Evaluate and assess how the issue can impact the project, not only to its objective but other aspects too, such as the project schedule, the scope, and if it will create additional risks. 

c. Propose: To propose what actions can be taken to resolve the issue, this is to identify alternative options, evaluate their worth and recommend the best course of action. 

d. Decide: The Project Manager will approve or reject the recommended solution, or escalate this to the Project Board, this will require either an Issue Report or an Exception Report depending on if the issue will trigger an exception by exceeding tolerances set. 

e. Implement: The Project Manager will either initiate the recommended action or create an Exception Plan if requested by the Project Board, once done the PM will inform relevant persons the decision and changes taken place. 




9. 	The definition of Configuration Management is to identify how, and by whom the Project’s products are going to be managed and controlled, every time a product, component of a product or a set of products is changed, a new version is created in its place, to control and protect this, the PM must implement and adequate Configuration Management, this strategy can be done in numerous ways including; a standalone document or creating a section within the Project Initiation Document (PID).  A product, product component, or set that have been configurated are also known as a configuration item, every single configuration item will have its own Configuration Item Record which details its history, the current version number, the location, any associated products, issues, and risks. 
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10. 	Below are the Work Packages that make up the Stages and the Stages that make up the Project. There is a total of ten Work Packages and three Stages within this Project:

a. Initiation Stage; 
i. Set up the 3 wet and dry stations, retrieve 3 tables from the Galley, get the coveralls from Stores, and prepare the food and drinks 

b. Execution Stage;
i. Lead troops to the stations and brief them, afterwards, they change out of their dirty uniforms to clean coveralls
ii. Troops to eat, drink and rest
iii. Dirty uniform transferred from Hangar to Laundry room 
iv. Washing and drying process
v. Clean uniform transferred from Laundry room to Hangar
vi. Troops change to clean uniform, dirty coveralls to be placed to one side, to be cleaned once the Project has finished. Clean wet and dry stations to prepare for the next cycle - Repeat until completion of Project

c. Closing Stage; 
i.  Dirty coveralls transferred from Hangar to Laundry room
ii.  Washing and drying process
iii. Clean coveralls transferred from Laundry room to Stores, move tables back to the Galley, and clean Hangar















	
	
	Preceding Activities

	A
	Set up the 3 wet and dry stations, retrieve 3 tables from the Galley, get the coveralls from Stores, and prepare the food and drinks 
	 

	B
	Lead troops to the stations and brief them, afterwards, they change out of their dirty uniforms to clean coveralls
	A

	C
	Troops to eat, drink and rest
	B

	D
	Dirty uniform transferred from Hangar to Laundry room 
	B

	E
	Washing and drying process
	D

	F
	Clean uniform transferred from Laundry room to Hangar
	E

	G
	Troops change to clean uniform, dirty coveralls to be placed to one side, to be cleaned once the Project has finished. Clean wet and dry stations to prepare for the next cycle - Repeat until completion of Project
	C & F

	H
	Dirty coveralls transferred from Hangar to Laundry room
	G

	I
	Washing and drying process
	H

	J
	Clean coveralls transferred from Laundry room to Stores, move tables back to the Galley, and clean Hangar 
	I
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Set up the 3 wet and dry stations, retrieve 3 tables from 

the Galley, get the coveralls from Stores, and prepare 

the food and drinks 

20 30 40 30.00 11.111 Y

Lead troops to the stations and brief them, afterwards, 

they change out of their dirty uniforms to clean 

coveralls

A 20 30 40 30.00 11.111 Y

Troops to eat, drink and rest B 50 60 70 60.00 11.111 N

Dirty uniform transferred from Hangar to Laundryroom  B 10 10 20 11.67 2.778 Y

Washing and drying process D 50 60 70 60.00 11.111 Y

Clean uniform transferred from Laundryroom to Hangar E 10 10 20 11.67 2.778 Y

Troops change to clean uniform, dirty coveralls to be 

placed to one side, to be cleaned once the Project has 

finished. Clean wet and dry stations to prepare for the 

next cycle - Repeat until completion of Project

C & F 10 10 20 11.67 2.778 Y

Dirty coveralls transferred from Hangar to Laundry room G 10 10 20 11.67 2.778 Y

Washing and drying process H 50 60 70 60.00 11.111 Y

Clean coveralls transferred from Laundry room to 

Stores, move tables back to the Galley, and clean 

Hangar 

I 20 30 40 30.00 11.111 Y

Optimistic Most Likely Pessimistic

200 250 340


