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Managing Multiple Projects – The Keys to Success 
Michelle Symonds is a freelance 
consultant specializing in SEO and 
promoting businesses on the internet. 
She has many years of experience in 
IT and IT Project Management in the 
oil industry and investment banking on 
complex global projects and managing 
outsourced project teams. 

You may feel like a juggler when the 
workload pressure's on in project management. Having to 
keep several balls in the air at the same time as you beaver 
away on several projects can be a tricky business. The 
advice is - never panic. In fact, you can actually enjoy the 
experience if you plan it right and you'll also improve your 
time management and organizational skills. Here are some 
key tips on how to get it right and avoid getting stressed:  

Don't Mix Them Up  

Importantly, ensure that you keep the projects separate - 
that's in your head as well as on your computer. It can be 
easy to mix things together, particularly if they are of a 
similar nature and exercise. This can be more of a problem 
when you start out, where such projects aren't yet clearly 
defined as to where you're going with them. Just try and 
view them correctly and in their place from the beginning. If 
you confuse them from Day 1 and get things mixed up then 
it could be difficult to unravel them later on. Mix ups often 
happen when you use the same team for different projects 
and speak to the same stakeholders in relation to what 
should be two or more of those balls you have in the air. 

Get the Priorities Right  

It will rarely happen that you will have the same deadlines 
for each or even that they have the same degree of priority. 
You just need to work out which of your projects is most 
urgent at any one time. There is a danger of course that 
when you are working on several projects at once that 
you're tempted to tackle the easier bits first and not get 
stuck into the one which really should be taking first priority. 
To avoid falling into this trap you should follow all the 
project plans closely and be totally objective in terms of 
what needs doing on a daily basis. If you throw all your 
efforts into a single project and neglect others, you could 
run out of time with the latter. Things can get out of control 
and you miss your deadline. Try and work on each equally 

Manage Your Diary Well  

Project managers must manage their time effectively and 
this is crucial when they are in charge of two or more 
exercises at the same time. If you fail to time-manage 
properly you run the risk of having more than one of those 
projects becoming urgent simultaneously. It makes sense 
to keep the important dates for important stages of each 
project as far as apart as possible. At the start of the 
multiple project management task you won't know how 
much work you will have at each point in time with each so, 
again, keep what you see as potentially busy periods with 
each diarized as far apart as you can. If you're a novice at 
time management, then this will be a good exercise for you 
as a personal test. Just keep your head and ask for help if 
you start to go off track - preferably, before that happens 
but when you see the problem looming.  

Key to successful completion: teamwork and 
delegation  

If a project task is pretty straightforward and could be 
handled well enough by a colleague, hand it over to him or 
her. It makes your life a bit easier and it will give your team 
worker the opportunity to perhaps learn new project 
management skills. It shouldn't be rocket science to work 
out which project tasks can be delegated early on, just as 
you'll want to hang onto the more challenging ones. You 
can still keep on top of developments with the delegated 
work and it could turn out to be the ideal solution for all - 
and maybe give you time to advance your career by 
studying for a professional project management 
qualification 
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Letter from the President 
As another year winds down, we can always look 
back for all ups and down of life during this period. 
At the same time, it is time of giving. I would also 
like to thank all those volunteers who give their time 
generously to our chapter programs. I will also wish 
all our chapter members a very happy holidays and 
best of luck for the next year. 

Since the beginning of our sessions from 
September 2013, our program team came up with three different locations 
for monthly chapter meetings. We also conducted a survey during every 
meeting to understand the response from members attending them. The 
response will be shared with all of us during this month meeting and this 
will help our program team to plan chapter meetings for the next year. 

PMI is an organization which runs by the volunteers and it is true for our 
chapter as well. As per the by-laws of our chapter, every year half of the 
board members positions are up for election. Our nominating committee 
will be working with all of us to get maximum participation from our 
members for the election process. We will like to have more volunteers to 
come forward and participate in our governance process.  

I would like to refer one quote from Nelson Mandela. Nothing in this world 
is impossible and Mandela made sure to remind us of that. 

“It always seems impossible until it’s done.” 

See you at the December Chapter Meeting! 

Pawan Kumar, PMP 
President 
PMI Westchester  
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Realistic Planning and Re-planning 

George Pitagorsky, PMP, integrates 
core disciplines and applies people 
centric systems and process thinking to 
achieve sustainable optimal 
performance. George authored The 
Zen Approach to Project 
Management and PM Basics™. He 
teaches meditation and is on the Board 

of Directors of the NY Insight Meditation Center. 

About a year ago, I wrote about uncertainty in project 
estimating. This is a reminder that in project management, 
as in life in general, there is one thing you can be sure of, 
things will not always turn out the way you expect them to. 
Impermanence and change are facts of life. Everything is 
the result of causes and conditions. As one event occurs it 
affects other things in a network of ripples.  
 
In a complex system, nothing is certain because it becomes 
impossible to predict all the occurrences and interactions 
among the occurrences and the things they affect. Projects 
are complex systems. In complicated systems, such as 
airplanes and other mechanical devices, in which there is a 
high likelihood that an event will result in the same outcome 
time after time, under consistent conditions. In complex 
systems people, as opposed to machines, are 
unpredictable. Moods change, fatigue sets in, there are 
political issues, and other conditions that effect the way 
people respond and react.  
 
To think that you and your team of planners can predict the 
outcome of a project with 100% accuracy is delusional.  

As you plan your project, you define objectives, 
requirements and deliverables, identify the tasks and 
resources required to achieve them, schedule and budget. 
Each of these is subject to change. As objectives change 
the effect ripples through every aspect of the plan. As 
resource availability or the schedule changes, that may 
cause key stakeholders to change objectives. 

For example, an objective might have been to implement a 
new business procedure by a certain date. The plan to 
achieve that objective called for the availability of a given 
number of resources of a given quality for a given period of 
time. The project plan was accepted and published and the 
project began to be executed. During the execution, the 
project schedule slipped so that the planned availability of 
the resources was no longer possible because they were 
dedicated to other, higher priority work. As a result the 
objective had to be reassessed and changed, not only to 
adjust the date but also to change other objectives (e.g., 
reduction in scope to enable some of the project to be 
delivered in the original time frame) in light of the schedule 
change and the resulting change in resource availabilities. 
In some cases a change such as this could result in the 
project's cancellation or postponement. 

As you plan, you engage the right stakeholders at the right 
time to make sure the plan is covering all the things it 
should cover and to get the buy-in you need to assure 
adherence to the plan. Note that the commitment and 
opinions of the stakeholders are subject to change. A 
functional manager may agree to a resource assignment 
one day and a day later may reverse his or her decision, for 
any number of reasons.  
 
Throughout the planning process you, consciously or 
unconsciously make assumptions. If you are conscious of 
your assumptions, you identify, assess and plan for risks 
and uncertainties. 

Publicize Uncertainty 

As you engage the stakeholders, you do well to regularly 
remind everyone, including yourself, that the plan is subject 
to change. Remind them formally, in writing, and make it a 
preface to every published expression of the plan. For 
example, put a statement like 

"The following schedule is subject to change resulting from 
changes to the availability of resources, weather delays, 
changed requirements and other factors that cannot be fully 
predicted at this time. Changes will be monitored and 
reported as the project proceeds to manage expectations." 

In addition to formal statements, make it a practice to 
informally remind everyone of the likelihood, or at least the 
possibility of change. As you make commitments and 
expose your plan to a wider audience than the planners, 
make it clear that uncertainty is the only certainty and that 
you are ready for it. 

People Want Certainty 

Why would it be necessary to remind people of the obvious 
reality that there will be change? Because many, if not 
most, people want certainty. Like the ostrich, they will bury 
their head in the ground to avoid the reality of uncertainty. 
People want to be able to tell their bosses and clients that 
objectives will be met, targets hit and deliverables delivered 
for a predicted cost. They do not want to include 
contingency reserves that announce to the world that there 
is uncertainty regarding the schedule and budget. They do 
not want to admit that objectives and requirements can 
change or that resources may not be of the expected 
quality and quantity. 

Avoiding Change 

To make matters even more complex, many people, project 
managers included, do not want to admit that they have 
changed their mind or might do so in the future. W. 
Somerset Maugham, the English writer and physician 
pointed this out when he wrote about the bishop of 
Blackstone, who "had the great idea that one should stick 
to whatever one had begun:   

(continued on page 6)

  



December 2013 PMI Westchester Critical Path Newsletter Page 4 

 
  

Project Communications Plan – Who, What, Where, How, When…etc. 

Bill Dow has been in IT for the last 23 
years with 21 of those years focusing 
on Project Management. He has built 2 
Project Management Offices from the 
ground up using the best practices and 
core principals of PMI and lead 
countless projects. He has worked both 
in Canada and the US and has worked 
in a variety of industries. 

Back in 2008 when Bruce Taylor and I were writing our 
book the “Project Management Communications Bible” 
we found that a certain number of project managers were 
struggling with their project communications. Back then, we 
found surveys on the Internet that showed that project 
communications were the biggest reason for project failure 
and we talked to project managers and saw firsthand the 
problems they were having trying to deliver a successful 
project. Over and again we saw that project managers were 
consistently ignoring project communications on their 
projects. For example, we saw that many project managers 
were not building effective communication plans. We saw 
that most were not treating communications seriously at all. 
At a minimum, they would send out a status report and feel 
like that was all they needed to do from a communication 
perspective. Frankly, it was bad, and it was something that 
needed fixing right away. 

Update our timeline to today (2013), and I am sorry to say 
the trend is not getting better. Project managers who put 
out a status report each week, each month, or even 
quarterly, and consider that their communications for their 
projects are kidding themselves. Often the project manager 
believes that if I send my customer a status report and if 
they are not getting what they need, they will ask me for 
something different. What happens in that case is the onus 
is on the customer to seek out the information, not on the 
project manager to provide it. 

Remember the old saying that 90% of a project manager’s 
job is communicating? That’s well-known across the 
industry and rarely disputed. Most people in project 
management have seen several project failure survey’s and 
the one clear reason that comes up continually on why 
project fail, because of poor project communications. Take 
a second now, and search the Internet yourself and let’s 
look at the results. Well, what did you find? Did you find 
multiple survey’s on why projects fail? Sad isn’t it? What 
were some of the top reasons? Did you see project 
communications mentioned? Or did you see reasons 
mentioned ally communication problems but disguised as 
something else? (For Example, Poor Requirements)? I 
bet you did. Back to that old saying if project managers are 
not spending their 90% of their time communicating, then 
what are they doing? Why do we see so many project 
failures?  

 

Why do project managers not focus and drive their projects 
with communications being that important? Why do project 
managers not use the Project Communications Plans 
more effectively on their projects? Why do project 
managers consider creating a communication plan just a 
check box activity? Why, Why, Why…. 

Maybe the reason that project managers don’t create the 
communications plan or don’t spend any time on it is that 
they don’t know how to do it effectively. Oh sure, they can 
take the company’s template and fill in all the required fields 
and sections and call it complete. Sadly, many project 
managers do just that, which does not benefit anyone, 
especially not the customer. One reason that project 
managers simply fill in the template is because they don’t 
value communications or don’t believe communications is 
important to the success of the project. Remember the 
survey’s you found after searching the Internet? What did 
they say again? How often did communications come up? If 
you are filling out a document just for the sake of filling in a 
document, then of course there is not going to be any value 
to it. 

Instead of filling in a communications plan, just to have a 
communication plan, I recommend that you embrace the 
process and do it right the first time. Remember, it is 90% 
of your job! 

If you decide to, then consider the following during this 
process: 

Developing a Project Communications Plan: 

1. Get a template. Use the company’s, grab one off the 
web…etc. But get a template. 

2. Put on your reporter’s hat and start filling in the 
template with these 5 critical questions in mind:  

 Who – Are you going to communicate the project 
information to? 

 What – Are you going to communicate? 
 When – When are you going to communicate? 
 Where – Where are you going to send or store your 

project communication reports? Are you going to 
use tools, send it to an email address? 

 How – How are you going to communicate? In 
person, email, Newsletter, Social Media 

 **Bonus Question – Why? It is a good idea is to 
understand why your producing the specific 
communication deliverable and what value does it 
bring. For example, why create a project schedule? 
What value is there to have a project schedule for 
your customer or project team? 

 
 

 

(continued on page 6)
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The Future of the Risk Universe 
A Risk Doctor Briefing Note 
© 2013 Dr David Hillson PMP FAPM 
david@risk-doctor.com 

Where is the physical universe heading? 
While there is no doubt that the universe 
is currently expanding, scientists disagree 
about what might happen next. Will our 
universe continue to expand indefinitely, 

or will it reach a maximum and then collapse, or will it cycle 
between expansion and collapse?  

The universe of risk management has the same three 
possibilities:  

 Expanding universe. It seems likely that the scope 
and influence of risk management will expand as more 
areas of application are found for risk-based 
approaches. But how far can it go? Risk management 
might include increasingly more elements of personal, 
business and social life until “Everything is just risk 
management”. We could end up living in a risk-based 
world where all decisions are taken in the light of 
relevant uncertainty. While this might sound attractive 
to risk specialists, it is rather extreme. Risk is not the 
whole picture, and concentrating only on managing risk 
would be unwise.  

 Collapsing universe. After initial expansion in the 
scope of risk management, we might reach a critical 
point when further growth is unsustainable, and interest 
in managing risk might collapse and disappear. This 
might happen quickly as people and organizations give 
up on risk management and lose interest, or it might 
just fade away. Alternatively risk management might 
disappear as a result of its own success. If risk 
management is absorbed into the nature of business, it 
could become invisible. If everyone naturally “thinks 
risk” as a normal part of daily life, then we might not 
need a separate discipline called risk management, 
since it would be accepted and practiced by all.  

 Cycling universe. A third option is possible which 
combines both expansion and collapse. Maybe the risk 
management universe might increase for a time then 
contract. Risk management has been more prominent 
at some periods of human history than others. 
Advances in technology, law and religion can be seen 
as human responses to uncertainty, seeking to make 
sense of the world and impose control where possible. 
Major changes in civilizations can perhaps be seen as 
cycles in the way risk is understood and managed, and 
the same might be true in the business world. Risk 
management may be expanding today, but perhaps 
this is just part of the latest cycle before we see a 
contraction, to be followed in turn by another period of 
expansion.  

.  

 

Only time will tell whether the risk management universe is 
expanding indefinitely until it encompasses everything, or 
whether a turning-point might be reached to be followed by 
collapse where risk management 
disappears, or whether some 
cycle of growth and decline might 
occur. What is certain is that, like 
our physical universe, risk 
management is not in steady-
state.  

Risk management is so 
fascinating because it is 
constantly changing. After ten 
years working in the field, the 
Risk Doctor & Partners team see 
ourselves as pioneers and 
explorers of this intriguing universe. Fellow-travelers can be 
sure of an exciting journey as the future of risk 
management unfolds before us in novel and unexpected 
ways, challenging us “to boldly go where no man has gone 
before” in our continuing exploration of risk management. 

To provide feedback on this Briefing Note, or for more 
details on how to develop effective risk management, 
contact the Risk Doctor (info@risk-doctor.com), or visit the 
Risk Doctor website (www.risk-doctor.com). 

 

 

Advertise in The Critical Path!! 
Are you an independent consultant that provides project 
management related services?  Do you offer training in 
project management skills and techniques?  Are you 
looking to get your company’s name in front of PMPs and 
other business professionals?  Then join our growing list of 
advertisers!  Advertising rates are as follows: 

The Critical Path 
Ad Size 

(10 issues/year) 

Monthly 
Cost 

Monthly Cost 
One year pre-paid 

(15% Discount!) 

Full Page $200 / issue $170 / issue 

Half Page $100 / issue $85 / issue 

Quarter Page $50 / issue $42.50 / issue 

Business Card  $25 / issue $21.25 / issue 

 

To advertise in The Critical Path, e-mail our Vice President 
of Communications at newsletter@pmiwestchester.org 
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Realistic Planning and Re-planning (con’t) Project Communications Plan (con’t) 

“Like all weak men he laid an exaggerated stress on not 
changing one’s mind.” 
 
We have seen this attitude operate in politics, when 
someone who changes their mind is called a "flip flopper." 
In projects it takes the form of people who are unwilling to 
change their plans, even in the face of clear and irrefutable 
evidence that the plans are fatally flawed. 
 
Even those who know better are often effected by this 
attitude. They may fear being branded a flip flopper or 
being seen as unreliable because they change their plans 
and no longer adhere to commitments to dates or budgets 
that they made in the past and that are now impossible to 
fulfill. They may unskillfully pad their estimates or simply 
not admit that they will be late or over budget until it is too 
late to do anything but accept the reality of a late delivery 
of budget overrun. 

Action 

It is best to be realistic. When planning at the beginning of 
the project and revising the plan during the execution make 
the plan as accurate a prediction of the project outcome as 
possible. Manage assumptions and risks. 
 
In the face of sponsors and clients who want certainty, hold 
firm, as much as you can, to the position that there is 
uncertainty. At the same time, present a plan that has an 
end date and budget amount that are not likely to be 
overrun. Be conscious of your assumptions and apply risk 
analysis to come up with scenarios that include best, most 
likely and worst case possibilities.  
 
Educate all stakeholders to the reality that, when it comes 
to projects, the only certainty is uncertainty. Be ready for it 
and continuously remind everyone about it. 

 

 

 

3. Once you complete the template and answer the 5 
questions, the next step is to ensure the document is 
signed off and agreed by all parties. Customers, team 
members, and management all should sign off on the 
communication plan. 

4. Store the communication 
plan in a place that everyone 
can get to and regularly look 
at the document throughout 
the life of the project. 

Completing this process will give 
you a huge start on your project 
communications plan. In our 
Project Management 
Communications Bible, we added two tools specifically 
called the “Communications Requirement Matrix” and the 
“Role Report Matrix” and that helps you document some 
of those 5 critical questions. I would encourage you to 
check out these tools and the other tools in the book to 
help you communicate more effectively. But even if you 
just document the 5 critical questions you will have a huge 
head start over most project managers. 

Finally, one of the last best practices I would recommend 
for project managers that I have not seen occur that often 
is to document the project’s color conditions with the 
project management communications plan. What does it 
mean to document the color conditions into the 
communication plan? Well, it starts by working with your 
customers and team members and getting an 
understanding of what and how you should communicate 
when a projects goes into red, yellow, or green status. By 
documenting these Red, Yellow, or Green status 
conditions it prepares you, your customer, and your 
project team ahead of time on what to do when your 
project goes into that color. For example, if a project goes 
into Red (your customer may want twice a day meetings) 
and so you would document that requirement (two 
meetings a day) in the communication plan under the Red 
status. You would then document the Yellow status and 
the Green status conditions. Then, as you start executing 
your project and one of these event occurs (projects goes 
to Red, Yellow, or Green), you can turn to what was 
agreed to in the communication plan and perform the 
actions. 
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Chapter Meeting – December 10, 2013,  6:00 PM – 8:00 PM 

Topic: Humor That Works: A Project Manager’s Guide 
to Using Humor 
 
Effective Project Management is critical in the success of 
any project. But PM is given a bad rap—we’re often 
considered the boring baby-sitters that make sure projects 
actually finish. But PM doesn’t have to be that way. Humor 
can enhance your regular communications, increase the 
engagement of your resources, and improveyour ability to 
solve problems as they arise, all while making the project 
more fun. 

This session will cover how to use humor to improve your 
project management skills and increase the success, and 
the fun, of your projects. The session attendees will learn: 

1. Initiating: Why PMs Should Use Humor 
2. Planning: The Humor MAP 
3. Executing: Examples Humor PMs Can Use 
4. Monitoring: Appropriate / Inappropriate Humor 
5. Closing: How to Start Using Humor Today 

Featured Speaker - Andrew Tarvin  
 
Andrew Tarvin is an international project manager turned 
award-winning speaker and best-selling author. Through 
his company, Humor That Works, he teaches individuals 
and organizations how to use humor to be more effective, 
more productive and more awesome. Andrew has worked 
with more than 100 organizations including Procter & 
Gamble, GE, and IBM on topics including humor in the 
workplace, communicating confidently, and strategic 
disengagement. He loves the color orange and is obsessed 
with milkshakes. For more, visit 
www.HumorThatWorks.com 
 
Location 

The Royal Palace Restaurant 
77 Knollwood Road, White Plains / Greenburgh, NY 10607 
(at the south end of the Greenburgh Shopping Plaza) 
Phone: 914.289.1988 

Agenda 

6:00 | Registration, Networking & Dinner  
6:45 | Announcements, Introduction of Program  
7:00 | Guest Speaker or Internal Program (1 PDU)  
8:00 | Participants network 
8:15 | SIG programs; PMO, Quality (1 PDU) 

Meeting Sponsors 

Academy Leadership 
Strategic Project Leadership 

Fees 

Chapter members − $20 
Non-members − $25 
We accept cash or checks. Sorry, no credit card  

 

Directions: 

From I-287 
 
 Take I-287 to exit 4. 
 At the end of the exit ramp turn SOUTH and go 6/10 of 

a mile to the traffic light at Stadium Road (sign may not 
be visible). 

 Turn LEFT onto Stadium, go 50 yards, then RIGHT into 
the unused end of the plaza parking lot. 

 Go to the far right hand corner of the lot where it 
connects to the part with the stores. Pass the stores 
and the movie theater on your left until you come to the 
Royal Palace. 

 

Map to Royal Palace Restaurant 
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Upcoming PMI Westchester and Other Educational Events 
December 2013 Job Club Meeting 
Topic: Job Club Holiday Season Meeting 
Date: Friday, December 13, 8:00 to 10:00 AM 
Location: Fordham Westchester, 400 Westchester Ave., 
Room 142, West Harrison, NY 10604 

 
January 2013 Chapter Meeting 

Topic: Making Time For What’s Project Important 
Date:  January 14, 2014 
Location:  The Royal Palace Restaurant, 77 Knollwood 
Road, White Plains / Greenburgh, NY 10607 
 

COMING IN APRIL!!!! Our 5th Annual PMI Westchester 
Professional Development Day: The Twenty-First 
Century Project Manager: Delivering Stakeholder Value 

Mark Your Calendars! Our 5th Annual Professional 
Development Day will be Saturday, April 5, 2014 at the 
Holiday Inn in Mount Kisco, NY. Registration details will be 
available soon. 

COMING IN SRPING 2014 - PMP 
Exam Preparation Class 

The PMI Westchester Chapter is 
pleased to announce another PMP 
Exam Preparation course with 

instructor John Sherlock, who will assist the PMP 
Certification candidate in preparing for the PMP Exam. This 
course will be offered on the Westchester campus of Iona 
College in New Rochelle, NY.  

Date: Saturdays, April 26th through June 7, 2014 
-- 8:00 a.m. - 4:00 p.m. 

Location: Iona College Hagan School of Business, Room 
101, 715 North Avenue, New Rochelle, NY 

Fees: Through Apr 10, 2014: $700 for members of the 
Westchester Chapter and other PMI Chapters, $800 for 
non-members.    

After Apr 10, 2014: $800 for members of the Westchester 
Chapter and other PMI Chapters, $900 for non-members.  

Payment must be made in advance via PayPal or by check 
(payable to PMI Westchester). 

 

PMI Westchester  
Wishes You and Your Family  

a Very Happy, Healthy, and Safe 
Holiday Season 

  
 


