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Clarify —
To make or become clear

(the first step)
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Coordinate —
To harmonize iIn a common action

(prepare the project plan)

Coordinate
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Collaborate —
To work together

(during the project)

Collaborate

10



p,.Jﬂ,%gg:&'i Highly Effective Project Management Techniques

Close —

To end: finish; to transition to another
phase or stage

(lessons learned)
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Small Projects need project management —
Not a lot ... but just enough
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Clarify —

To make or become clear

Clarifying the Scope
(the first step)
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Create a two-color, 4-fold brochure to highlight
the pre-clinical and Phase | data on Gabahexane,
a potent gabaergic agent for the treatment of

seizure disorders, prior to the start of Phase Il
studies.

Director of Clinical Research must sign off on final
copy.
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Realistic, Reliable

Total Team Buy-In Achieved
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Task

Deliverable

Collect recipients’ names and
addresses

Distribution List

Gather data, pictures and graphics

Content File

|dentify printers, get quotes, select
vendor

Vendor Evaluation

Design brochure

Brochure Draft

Finalize edits, revisions and have
Clinical sign-off

Final brochure copy
(camera ready)

Submit copy, receive finished
brochures back from printer

Brochures

Distribute brochures

Mailed packets
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a"'4-#7"(<4%$(Q8::4$7(5%4,38%"( * = Task Leader
ID Task By Estimate By
Whom | (duration) | When
Al | Collect recipients’ names & TB* 2 days
addresses
A2 | Gather data, pictures, graphics TB*,VQ | 5 days
B1 |ldentify printers, get quotes, BB* 1 day
select vendor
B2 | Design brochure DJ*VQ | 2 days
B3 | Finalize edits, revisions & get VQ*,TB | 4 days
Clinical sign-off JD
C1 | Submit copy, receive finished BB* 10 days
brochures back from printer
C2 | Distribute brochures JD* 1 day
(etc)




Task Estimations
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Variables
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| History 5
| |
I (Previous Projects) Base Durgtion
L A Estimate
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Network with Critical Path

E = weeks
Slide 25
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1 Start | Al

10/31 | Distribu
-tion List

2 A2
Content
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Schedule

L

1.! Discuss the assumptions

Cost

A\

Quality

2.! Get everyone’s agreement on the plan
Slide 28
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Collaborate — to work together

Collaborating with the Team
(during the project)
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Start Date: 10/31

Task | By Whom | By When Actual Comment

A1 B 11/1 10/31 found reusable list

A2 |TB.VQ 11/6 11/7 submitted late due to
’ illness

B1 |BB 11/7

B2 |BB, VQ 11/8

B3 |VQ,TB, JD |11/14

C1 |BB 11/28

c2 |JD 11/29
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Close — to end: to finish

Closing the Project
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Answering these guestions:

Yes

Were expectations met?

Were objectives accomplished?

Did we learn anything?

Have we communicated thanks and
acknowledgement?

N RNE
@
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