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Project Management Methodology Used

The main project management techniques that were used by Group 19 throughout the development of the product were as follows:

· Supervisor Meeting Minutes 
(see Appendix A)

· Client Meeting Minutes 
(see Appendix B)

· Group Meeting Minutes 
(see Appendix C)

· Updated Gantt Charts 

(see Appendix D)

These documents enabled the progress of the group to be detailed and continually checked.  

The supervisor and client meetings were there to ensure that the group was not completing a project for itself but for a university and client project.  The attendees were recorded at each meeting to ensure that any people who were absent were made up to date with everything that was discussed throughout the meetings.  

The supervisor meetings specifically covered the topics of documentation progress and deadline progression.  They were scheduled at various points throughout the year to ensure that the group was acting cohesively together and was not falling drastically behind its schedule.

The client meetings were held at the beginning of the year to ensure that the project met all the requirements as specified by the client and was able to be completed by all group members.  The final testing as done by the client is contained within the acceptance documentation of the main project report, along with his signature confirming the completion of the project.

The continual updating of the Gantt charts meant that whenever a section of the project fell behind schedule it could be assessed in terms of the overall project development structure and changed accordingly.  Changes were kept to a minimum to ensure that a more strict timetable and organisation could be kept.

Group Meeting Minutes and Contact Information

The group meetings were the main form of project management that was used throughout the projects development.  Each meeting followed the designated template layout as shown on page 51 of Appendix C.  This template layout meant that the meetings always kept to a structured format and to a structured theme.

Each minutes contained a ‘Tasks for next week’ section which was used to coordinate the tasks that each member needed to carry out before the next meeting.  Having this allowed us to continuously have work coming into the project instead of building up, although towards then end of the project these tasks were completed less frequently because of other commitments.  A more stringent completion checking methodology would have come in useful for ensuring that specified tasks were met.

Also included within each of the minutes is an ‘Agenda’ section which details the topics that are to be discussed at the next meeting.  A strict agenda (although new additions were able to be added) allowed the discussions to remain related to the group project.  Another benefit of this approach was that the tasks that had been set could be discussed about the next week and group members were able to deliberate upon the issues in advance, coming to the meeting with points ready to be made.

A practical element of the meetings involved the checking of all work that had been done that week through the use of ‘bring and tell’ sessions.  Each member would show the work they had completed that week in demonstrative form so that all group members could assess their progress and suggest improvements.

Each week the minutes were sent out to all group members via email and also to the group supervisor to enable progress tracking.  If a group member was absent then this also enabled them to catch up on the main points that were discussed without missing out on any important changes or advances that may have been made to the project.  Extensive contact through the use of email and mobile phones also occurred throughout the week as the project was developed and problems occurred, with all points raised throughout the week being brought as discussion points within the weekly meetings.
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