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Executive Summary
Choosing the right tools and techniques to manage a project is very important for the successful delivery of the project. There are many techniques that business can use to help plan, organise, execute and evaluate projects. These include project life-cycle chart, Quad chart, Gantt chart, work breakdown structure stakeholder analysis and more.

It is important for a company to understand and identify the mission statement, the aims and objectives of the project in order to remain focused and not be distracted which can waste efforts, time and money. It’s also important to assess risks in order to pre-empt potential problems. Companies should understand who are the stakeholders that take an interest in the project which will help them to satisfy their expectations. All these tools and techniques, a company should use to support the delivery of projects to ensure products and services are produced in line with the Company mission statement and goals. 





Introduction
There are many reasons for wanting to complete a project such as to improve productivity, to improve efficiency, to introduce new products or services, to reduce waste, to make profits/money. Projects normally have clear start and end time. Within a project there are short term goals that lead to the final delivery of a project. The feasibility of a project are determined by things like time, budget (planning resources, make money, create and Manage budget), costs, human resources and resources available or that need to be acquired.  
A project should have clear aims, objectives, goals, Fixed set of mission/objectives and goals help keep the focus on meeting those objectives and avoid being distracted and wasting time. Every project has stakeholders such as customers/ clients and others who benefit from it. A project requires a team coming together specifically for the project where each individual member is given clear roles. Ultimately each team within the project works on their own respective goals to help achieve the overall project objective. A project always goes through changes which is sometimes necessary in order to meet budget and time requirements, for example if an employee falls sick and is absent from work, it may result in delays. 

Main Body
A Project Life Cycle includes the following phases, Conception Phase where the idea is conceived and developed and a feasibility study is carried out to determine if the project can be completed given the time, budget and resources, and whether it should be carried out. The next stage is the Definition Phase where the plan is outlined which involves listing all the tasks and allocating budget cost to each one, ensuring that people work on activities that are needed in order to avoid wasting time and resources, also to anticipate problems and take preventative action. The next phase is the Initiation Phase where the team is organised and roles are defined and systems are set up in order to monitor and track members activities and expenditure. The next stage is the Implementation Phase where work is executed according to the detailed plan and within allocated budget, ensuring communication and regular updates between team members. The final stage is the Evaluation Phase where the project is wrapped up, approval is given by the client and the project is formally handed over to the client. This is followed by internal feedback and review before the project is bought to an end. These can be summed up as planning, doing, and reviewing. (Nediger, 2019)

Project management tools are effective ways to steer an individual or group of people working as a team to correctly organise a project and work collectively, so that they are able to deliver the project on time.  It allows to track projects and effectively manage time to ensure project is successful. Individuals in a team with different roles and needs are catered for by project management tools. Project management tools have different features and can be defined by the different features offered such as planning/scheduling, Collaboration, Documentation, Evaluation. (Wrike.com, 2019) 

A type of project management tool is known as the Quad Chart. This  is a simple technique, typically a one page summary of the project divided into 4 parts. Its visual and includes descriptions and is designed to explain what the project is all about. The four parts are (1) Purpose which is to define the aims and objectives of the project, (2) Stakeholders which is to say who who are the people that will be benefiting from the project/product including clients/customers but also the general public (3) Desired Main Goal which are the critical success factors, things that need to be achieved to in order to call the project or product a success and 4) Measures of Success which are the tools to measure to what extent is the project or product is successful.
Another project management tool is the Stakeholder analysis. The main purpose of this is to identify who are the stakeholders that have an interest in the project and it's success; and to compare the different levels of priority of the stakeholders. Stakeholders can be customers, clients, the general public, government, local council, regulatory organisations etc.  Stakeholder management recognises the importance of engaging with these people, and maintaining good relationships with them in order to increase sales, seek further support or to allow and facilitate the project in the first place. For example, a project that involves setting up a fast food restaurant near a school may require the approval of the local council as well as satisfy parents of children attending the school. These are people who are in many different roles and have varying levels of influence over a project. Their support and level of influence on a project can be mapped and categorised as Low, Medium or High. (Mindtools.com, 2019) 
It involves effectively engaging stakeholders during the length of the project, by analysing their needs, interests and potential impact on the overall project success.  One of the main steps of a stakeholder project management tool is analysis, this is an important process that is used to win support from others. A project using this tool requires one to identify stakeholders who are most likely to contribute meaningfully to the project in mind. Sunny et al note that a stakeholder is essentially someone who has an unconditional interest in the success of a project. 

[bookmark: js-intext-string-1]A third type of project management tool is Risk Analysis. This is mostly made up of two parts, the potential negative consequences of it going wrong and the probability of it going wrong. Risk analysis is an important tool because if a work involves risks that can negatively impact the project, it can help with understanding and identifying that risk to reduce the probability of it happening. In other words, take preventative action to stop it from happening. However, if it does happen, it can help to manage or reduce the consequences. Sunny et al suggest with this tool you plan for the possibility of a problem occurring during a project and evaluating the potential impact of potential problem, and then going ahead with preparing solutions in advance that will help or resolve it before it can undermine or threaten a business or organisation.  (Mindtools.com, 2019) 
Every project has risks that can be an obstacle to a project and can delay the project or make it more expensive than budgeted. It is important for a business or company launching a product or project understands the risks, take action to prevent it from happening and if it does happen then to manage it in a way that limits the damage. There are three types of risks including the (1) known risks' that are clear and known from the beginning, (2) the predictable risks that could or may occur and the (3) unpredictable risks that happens beyond the control of the project team. The impact of risks can affect funding, time, staffing, customer relations and the overall size of the project. For example the risks can delay the overall completion of the project, it can add costs to the project, it can limit the size of the project for example if an employee with critical experience leave the organisation.
[bookmark: js-intext-string-21]There are many factors to take into account such as how the risk can affect productivity, how it affects financially etc. One can use risk analysis when preparing for an event, when deciding to either dismiss or move forward in a project, when planning to make changes in your environment such as if a new competitor comes to market.  (Mindtools.com, 2019) 

A forth tool is the Gantt Chart named after Henry Gantt who developed this in early 1990s (Sunny 2003, p132). This is a visual tool used by businesses and organisations to help plan and schedule tasks within a project. It breaks down complex projects into smaller bite-size tasks and present them in a time line with each task displayed as a horizontal bar showing the start and end dates and the duration. The horizontal bar can also be filled (as a percentage %) according to how much of the task is complete.

This chart is useful because it is a visual display of the whole project and can be easily interpreted by anyone. It shows the time line including the start and end date as well as the deadline for all tasks to help team monitor and track progress. It also shows the relationships between the different tasks which can be grouped together if they are linked. For example, a task can have multiple subtasks which need to be completed before the main task can be considered finished. Tasks can be worked on at the same time instead of waiting for one task to finish before starting another therefore saving time.
Managers use the Gantt Chart to track the workload for different teams in both the present and the future. Also, it shows which phase of the project the team is currently in. Managers can also use the chart to assign individual tasks to individual team members to avoid confusion. (Apm.org.uk, 2019) 

[bookmark: js-intext-string-2]A fifth tool is the Work Breakdown Structure which is used by organisations to show the main project deliverables and breaks them down into bite sized pieces to the make project more manageable and easier to monitor. It's also easy to assign responsibility and budgets to each tasks. It is displayed like a hierarchy similar to an organisation chart and is designed to visually breakdown projects into manageable chunks and makes it easy for teams to interpret. Each task can be broken down to give details on who is responsible as well as identify the deadline date the budget assigned to the task. One benefit of using a Work Breakdown Structure is that the total budget for the project can be worked out based on the budget for each individual tasks under each key deliverables. (Workbreakdownstructure.com, 2019) 

A final sixth tool is Evaluation. Evaluation is an activity that is usually done after a key stage in a project or towards the end to assess the effectiveness of the project or program and whether it was successful in line with the mission statement and objectives set at the start (Subhuri, 2017).
It is about providing qualitative feedback on the significance and impact on the project. Unlike monitoring which is more geared towards observation, the Evaluation tool is about providing a judgement on how well an activity, program or project has been carried out. Through the process of evaluation, a team will understand how well a project was carried out, the flaws and setbacks experienced and what could have been done differently if the project or program was carried out again.
Evaluation can be internal or external. It can be done internally with members of the project providing feedback on whether the outcomes and outputs have met the objectives and goals of the project. It can also be provided externally by customers, clients or stakeholders who have observed the project and activities. It can come in the form of oral feedback or written survey forms.
























Conclusion

A company should utilise all the available tools and techniques to help better create, manage and deliver a project.

A quad chart will help the company outline, in a very short and concise visual form, the purpose, stakeholders, key objectives and measures of success which is visible and easy to interpret by all. A proper risk assessment and analysis will help a company avoid costly mistakes and manage the impact of risks happening. A Gantt chart helps break down the project into manageable chunks and allows project manager to better monitor and track progress for each activity as well as the overall budget. Similarly a work breakdown structure helps identify the key deliverables and milestones to make it easier to manage various parts of the project. Finally, evaluation will help reconcile all efforts and outcomes and help companies plan better for future projects.



Recommendations

It is recommended for a company before creating any projects to look at all the project management tools and techniques discussed in this report and use them as it will save time effort and costs. Some of the tools such as Gantt chart and Gantt chart and work breakdown structure are very useful as it helps to manage and track individual activities which if incomplete or cost more than budgeted can affect As the completion date or overall profitability of the project.
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