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THE PLAIN ENGLISH NOTEBOOK
Start with the recult

Five terms, one example: a ctoff room-booking portal.

Project

Meaning: Temporary work to create a cpecific new resuft, with a defined beginning
and end.

Example: Launch a room-booking portal for staff in eight weeks.

Watch ovt: Running the portal every day ic ongoing operations.

Objective

Meaning: A result the project aime to achieve; make it measurable and time-bound.
Example: Handle 80% of room bookings online within three months of launch.
Watch ovt: An objective ic a target; it is not proof of succese.

Deliverable

Meaning: An identifiable item or result the project produces for review and
acceptance.

Example: A tested booking portal and an approved user guide.

Watch ovt: A deliverable ic what yov produce, not the work itself.

QOutcome

Meaning: The change in behaviovr or working conditione when people vse the
deliverables.

Example: Staff book rooms through the portal inctead of sending emails.
Watch ovt: Finiching the portal doec not quarantee people will use it.

Benefit

Meaning: A measvrable improvement that ctakeholders gain From the change.
Example: Booking adminictration falls from 10 to 4 ctaff-hours per week.
Watch ovt: Benefite may appear after the project has closed.

Remember the difference
Deliverable: the portal. Qutcome: ctaff use it.
Benefit: less time spent adminictering bookinge.

Terminology reference: APM gloccary. Examples by WikiFree.
wikifree.com o1
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THE PLATN ENGLISH NOTEBOOK
The bigger picture

One portal project can cit ingide a wider buciness change.

Project management

Meaning: Qrganizing and quiding people and work fo achieve the agreed project
objectives.

Example: Coordinate the portal scope, cchedule, costs, ricke and decisions.
Watch ovt: A task list alone doec not cover all project management work.

Progrom

Meaning: Related projects and activities coordinated to achieve benefits together.
Example: Combine the portal, new office policiec and ctaff training in one program.
Watch ovt: A program is more than several unrelated projects grouped together.

Portfolio

Meaning: Projects, programs and other work managed together fo cupport
ctrategy.

Example: (eaders balance invectment in the portal, office repairs and
cybersecurity.

Watch ovt: Portfolio items do not have to depend divectly on one ansther.

Operations

Meaning: Ongoing, repeatable work that keeps an organization providing its
gervices.

Example: Support staff reset portal pascwords and manage daily rosm bookings.
Watch ovt: Ongoing service work can still fead to separate improvement projects.

Project life cycle

Meaning: The stages a project moves through from its beginning fo its end.
Example: Move from concept and decign to delivery, handover and clogure.
Watch ouvt: Stages vary; a life cycle does not have to be strictly sequential.

Remember the difference

A project delivere a specific change. Qperations keep it running.
Programs coordinate related change; portfslios cet investiment priorities.

Further reading: [2], (3], [4], [5] on pages 27-22. Examples by WikiFree.
wikifree.com 02
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THE PLATN ENGLISH NOTEBOOK
Starting and qoverning

Agree why the project existc and who can make decisions.

Buginese case

Meaning: The reason to invest, comparing options, expected benefits, costs and
riske.

Example: Compare buying a booking service with building a costom portal.
Watch ovt: Revisit the business case when major agsumptione change.

Project charter

Meaning: A document that formally authorizec a project and gives ite manager
authority.

Example: Approve the portal purpose, high-level ccope, cponsor and project
manager.

Watch ovt: The charter ic not the detailed delivery plan.

Governance

Meaning: The decision rights, oversight and accountability that quide the project.
Example: The manager can approve small changes; the sponsor approves major
ones.

Watch ovt: More meetings do not avtomatically mean betfer qovernance.

Sponsor

Meaning: The senior percon accountable for the businecs purpose and support of
the project.

Example: The operations director secures funding and resolves a crose-team
conflict.

Watch out: The sponsor cupports and governs; the manager handles daily delivery.

Cteering committee

Meaning: A group that overseee direction and makes decisione within ife agreed
authority.

Example: Businese, finance and IT leaders review whether the portal should
proceed.

Watch ovt: A committee needs clear decision rights and named accountability.

Remember the difference

Buginese case: why invest? Charter: authorize the project.
Governance defines who decides, who ancwerse and when to eccalate.

Further reading: (6], (7], [8], [1] on pages 21-22. Examples by WikiFree.
wikifree.com 03
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THE PLAIN ENGLISH NOTEBOOK TERMS 016-020

People and responsibilitiec

Different people can need different thinge from the came portal.

Stakeholder

Meaning: A person, group or organization that can affect, or be affected by, the
project.

Example: Staff, the facilities team, IT cupport and the cponcor are stakeholders.
Watch ovt: Stakeholders inclvde people ovtcide the delivery team.

Cas’tamer

Meaning: The percon or organization receiving or commicsioning the project result.
Example: The Facilities department commissions the room-booking portal.
Watch ovt: The customer and the end ucer may be different people.

End user

Meaning: A person who will directly use the product or cervice being delivered.
Example: An employee recervee a meeting room throvgh the new portal.
Watch ovt: Buying a cystem does not mean you vnderctand every user need.

Project manager

Meaning: The percon who leads and coordinates the project toward ifs objectives.
Example: Bring the feam together, track risks and obfain decicions on open icsves.
Watch out: The project manager does not need to do every cpecialist task.

Project team

Meaning: The people working together fo deliver the project and its agreed resufts.
Example: Ana/ys’ts', designers, developers and tectere build the portal together.
Watch ovt: Some team members may work part-time or come from suppliers.

Remember the difference

The customer requests or pays for the result; end users use it.
Licten to both, and include other people affected by the change.

Farther reading: (8], [10] on pagec 21-22. Examples by WikiFree.
wikifree.com 04


https://wikifree.com

21

A

23

24

25

THE PLAIN ENGLISH NOTEBOOK
Defining the work

Turn a broad request into clear boundaries and manageable work.

/ee?m'rem ent

Meaning: A need or condition the solution muct satisfy.
Example: The portal must stop two people booking the came room af the came time.
Watch ovt: Record who needs it and how you will verify it.

Seope

Meaning: The agreed bovndaries of the results and work included in the project.
Example: Include booking and cancellation; exclude catering and visitor passes.
Watch ovt: State exclusions as well as inclusions.

A cceptance criferia

Meaning: The specific conditions a deliverable must saticfy to be accepted.
Example: A conflicting booking is rejected in every agreed fest cage.
Watch ouvt: Agree the criteria before asking comeone to accept the result.

Work breakdown structure (WBS)

Meaning: A hierarchy that divides the full project scope into manageable parte.
Example: Break the portal into booking, accese control, reporting and fraining.
Watch ovt: A WBS ic not a timeline or a lict of only the easy tasks.

Work package

Meaning: A lowest-level WBS component that can be ectimated, acsigned and
controlled.

Example: Acsign the booking module as a work package with an swner and budget.
Watch ovt: A work package can contain several schedule activities.

Remember the difference

A requirement ctatec a need; acceptance criferia show how to check it.
The WABS organizes the scope. The schedule puts work into fime.

Farther reading: (9], [11] on pagec 21-22. Examples by WikiFree.

wikifree.com 05
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THE PLAIN ENGLISH NOTEBOOK
Building the cchedvle

Chow the work, its order and the dates you plan to achieve.

Activity

Meaning: A defined piece of work included in the project schedule.
Example: Configure the portal booking rules over two working day.
Watch ovt: Ukce clear action names so people know what mugt be done.

Milestone

Meaning: An important event or decision point reprecented with zero duration.
Example: (cer acceptance tecting ic approved on 18 June.
Watch ovt: The testing takes time; the approval milectone ic a point in fime.

Dependency

Meaning: A relationship that affectc when one activily can ctart or finich.
Example: Install the server before deploying the portal onto it.
Watch ovt: Not every dependency is a finich-to-ctart relationship.

Schedule

Meaning: A model chowing when activitiec and milestones are expected to happen.
Example: Plan configuration, testing, training and the launch date.
Watch ovt: A uceful cchedule reflects calendars, dependenciec and resources.

Baceline

Meaning: An approved reference used to compare planned and actval performance.
Example: Compare the (atest launch forecast with the approved 30 June plan.
Watch ovt: Update forecasts; change a baseline only through agreed control.

Remember the difference

Activities fake time; milestones mark important pointe.
Compare current forecasts with the approved baseline.

Further reading: [12], [13] on pagee 21-22. Examples by WikiFree.

wikifree.com 06
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THE PLAIN ENGLISH NOTEBOOK TERMS 031-035

Jime and resovrces

Example: 20 percon-hours of work and two available analysts.

Duratz‘ou

Meaning: The time an activity spans on itc specified working or elapsed-time
calendar.

Example: Two analystce complete the shared task over fwo working days.
Watch ouvt: Two workdaye can span o weekend; they are not always 48 hours.

eﬁrort

Meaning: The amount of labor required, ucually measvred in person-hours or
person-days.

Example: Two analyste each work 5 hours a day for 2 days: 20 person-hours.
Watch ovt: Effort and duration use different vnife and are not interchangeable.

/eewurce

Meaning: Something needed to do the work, cuch ac people, equipment or materials.
Example: The analyste need a test cerver and accese to sample booking data.
Watch ovt: A resovrce can be unavailable even when it existe in the organization.

CAPacff‘y

Meaning: The amount of work a person or team can realistically take on in a
period.

Example: Two analyste with 5 available houre each provide 10 person-hours per
day.

Watch ovt: Deduct leave, meetings and other commitments before planning work.

Recovrce leveling

Meaning: Adjusting activity dates fo remove demands above available recovrce
capaocity.

Example: Move one festing tack because the only tester is alveady agsigned.
Watch ovt: (eveling can change the critical path and delay the project finich.

Remember the difference

Two analyste at 5 productive hovrs each provide 10 hours per day.
20 percon-hours need 2 workdays if the work can be chared.

Farther reading: [13], [14] on pages 21-22. Examples by WikiFree.
wikifree.com 07
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THE PLAIN ENGLISH NOTEBOOK
Sehedule refationships

Simple network: A takes 4 days, B takes 6; both precede C, 2 days.

Critical path

Meaning: The longest-duration path through the schedule network, cetting the
earliest finish.

Example: B takes 6 days and C takes 2: the critical path lasts & days.

Watch ovt: There can be several critical paths, and they can change.

Jotal float

Meaning: How long an activity can clip without delaying the project finish or a set
limit.

Example: A can finich at day 6 instead of day 4 withovt moving the day-§ finich.
Watch ovt: Shared float is not an aflowance each activity can spend separately.

Free float

Meaning: How long an activity can clip without delaying the earliest ctart of a
successor.

Example: A can clip 2 days whife C ctifl starts when B finiches at day 6.
Watch ouvt: Free float can be zero even when fotal float ic positive.

(ead

Meaning: An overlap that lets a succescor start or finish earlier refative fo a
predecessor.

Example: Start reviewing a draft one day before the drafting activity finishe.
Watch ovt: Use overlap only when the work and its ricks make sense.

Lag

Meaning: A waiting inferval added between linked activity dates.

Example: Wait two days after applying a coating before starting inspection.
Watch ovt: se a separate activity if the wait needs its own tracking or recources.

Remember the difference
A and B start together. C starts after both finich: total § days.
B then C is critical: A has 2 days of float in this cimple network.

Further reading: (1], [12], [13] on pagec 21-22. Examples by WikiFree.
wikifree.com o8
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THE PLATN ENGLISH NOTEBOOK
Making ectimates

An estimate is a reasoned prediction, not a promise of certainty.

Ectimate

Meaning: A prediction of the effort, duration or coct needed, based on available
evidence.

Example: Forecast 30 to 40 hours for the booking module before detailed design.
Watch ovt: An estimate becomes a commitment only through a ceparate decicion.

Analogous estimating

Meaning: Ectimating from cimilar past work, adjusted for relevant differences.
Example: A previous form took 30 hours; allow more for the new approval rufeg.
Watch ovt: Check complexity, team experience and ccale before revsing history.

Parametric estimating

Meaning: sing a measured relationship between quantity and effort, time or cost.
Example: At 3 hours per similar ccreen, 12 ccreens need an estimated 36 hours.
Watch ovt: The rate must fit the type and range of work being estimated.

Bottom-up estimating

Meaning: Ectimating detailed parts and combining them info a total.

Example: Decign needs 10 hours, build 18 and fecting 8: total 36 hours.

Watch ouvt: Include integration and management work; avsid counting iteme twice.

[hree-point ectimating

Meaning: (Jsing optimictic, most likely and pescimistic estimates to express
uncertainty.

Example: Ectimate a task at 4, 6 and 10 workdays vnder three plausible
ccenarios.

Watch ovt: Different methods combine the three values differently.

Remember the difference

Explain the ccope, data, accumptionse and vncertainty behind a number.
Revise the estimate when better information becomes available.

Further reading: [15] on pagee 21-22. Examples by WikiFree.

wikifree.com o9
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THE PLAIN ENGLISH NOTEBOOK
Budgeting and cost

Example vses a §50,000 cost baseline and 5,000 management reserve.

Budget

Meaning: The avthorized amount of money available for the defined project work.
Example: Approve o. total project budget of §55,000, including management
reserve.

Watch ouvt: Funding dafec and cash availability ctifl need planning.

Coct baceline

Meaning: The approved, time-phased budget used to meacure coct performance.
Example: Spread the $50,000 baseline over the planned delivery months.
Watch ovt: It includes contingency recerve but exclvdec management reserve here.

Actual cost

Meaning: The cost incurred for work already performed, whether or not paid yet.
Example: Record $12,000 paid plvs $3,000 of incurred unpaid work: $15,000.
Watch ovt: Cach paid alone may understate the actual cost of completed work.

Contingency reserve

Meaning: Budget cet aside for identified risks within the coct baceline.
Example: Include $9,000 inside the §50,000 baseline for possible retesting.
Watch ovt: Contingency is baced on risk; it is not hidden extra scope.

Management recerve

Meaning: Budget held outside the cost baceline for vnforeseen work within project
ccope.

Example: Hold $5,000 ceparately for vnexpected needs, cubject fo management
approval.

Watch ovt: Using it normally requires an authorized bageline update.

Remember the difference
Here, total project budget = $50,000 baseline + $5,000 reserve.
Recerve use Follows approval rules; it i not permission to overspend.

Farther reading: (7], [29] on pagec 21-22. Examples by WikiFree.
wikifree.com 10
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THE PLAIN ENGLISH NOTEBOOK TERMS 051-055

Underctonding uncertainty

A possible cupplier delay ic a threat: an early defivery may help.

Rick

Meaning: An uncertain event or condition that could affect a project objective.
Example: A cupplier may deliver the test server late and delay testing.
Watch ovt: An event that has already happened ic a current icsue.

Threat

Meaning: A risk with a potentially harmful effect on an objective.
Example: A cerver delay covld push the launch date back four days.

Watch ovt: Deccribe the consequence, not just a vague concern.

Opportunily

Meaning: A risk with a potentially helpful effect on an objective.
Example: Reucing an approved component covld reduce development time.
Watch out: An opportunity needs action and swnership too.

Proba b:/lty

Meaning: How likely a particular vncerfain event ic fo occor within the ctafed
conditions.

Example: Ectimate a 30% chance that the cupplier micses the delivery date.
Watch ovt: Say what event and time period the probability refers to.

Impact

Meaning: The effect on objectivec if the risk occurs.

Example: If the cerver is late, testing would finich four workdays later.
Watch ovt: Impact may affect fime, cost, quality, cafety or other objectives.

Remember the difference

Probability acks how likely; impact aske what happens if it oceurs.
Rick can belp or harm objectives. Record the cauce and consequence.

Further reading: [16] on pagee 21-22. Examples by WikiFree.
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THE PLAIN ENGLISH NOTEBOOK TERMS 056-060
Managing rick

Decide who will respond, what they will do and what remaing.

Rick register

Meaning: A working record of risks, their analycis, owners and planned recponges.
Example: (og the cerver delay, its likelihood, impact, owner and backup plan.
Watch ovt: Keep it current as conditions change.

Rick owner

Meaning: The percon accountable for managing and monitoring a specific risk.
Example: The procorement lead tracks the server delivery rick and response.
Watch ovt: The swner may accign response actions to other people.

Rick recponce

Meaning: An agreed action or approach for handling a threat or opporfunity.
Example: Recerve a backup server fo reduce the effect of a late delivery.
Watch ovt: Record who will act and when the recponse is triggered.

Recidval rick

Meaning: The rick that remains after a response has been applied.
Example: Even with a backup cerver, a emall chance of testing delay remains.
Watch ovt: A completed response doec not automatically close the risk.

Secon dary rick

Meaning: A new rick cauced directly by taking a recponce to another risk.
Example: [eing a backup hosting cervice infroduces a new data-cecurity rick.
Watch ovt: A secondary rick ic not cimply the original rick at a lower level.

Remember the difference

A response can redvce a threat without eliminating it.
Review both the remaining exposvre and vew ricks created by the recponcge.

Farther reading: (7], [16] on pagec 21-22. Examples by WikiFree.
wikifree.com 12
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Problems and boundaries

gepamr‘e what i¢ happening now from what you assume or cannot change.

Tesue

Meaning: A current problem or cituation needing atfention, action or a decicion.
Example: The test server hag failed and testers cannot confinue.
Watch ouvt: Give it an swner and a recolution date.

/qs’rumpt:'on

Meaning: Something freated as true for planning until it ic checked or confirmed.
Example: Plan on the training room being available during launch week.
Watch ovt: Record and validate agsumptions; they can create ricks if Falce.

Constraint

Meaning: A limit or condition the profect must work within.
Example: Launch by 30 June because the old booking contract ends then.
Watch ovt: A preferred date is not afways a genvinely fixed conctraint.

Lesue log

Meaning: A record vsed to track current issues, owners, actione and resolution
ctatus.

Example: Record the server fault, IT owner, recovery action and due date.
Watch ovt: A list without Follow-up does not recolve icsves.

Eccalation

Meaning: Raicing a matter to comeone with the avthority or support needed to
addrecs it.

Example: Ack the sponsor to resolve a recource conflict beyond the managere
authority.

Watch ovt: Eccalate with evidence, options and the decision you need.

Remember the difference

Lecue: act on a present problem. Assumption: validate a planning belief.
Constraint: plan within a limit, or seek authority fo change it.

Further reading: (2], [13], [17] on pagec 21-22. Examples by WikiFree.

wikifree.com 13
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THE PLATN ENGLISH NOTEBOOK
Managing change

A uceful new idea ctill neede an informed decicion.

Change request

Meaning: A recorded proposal to alter agreed scope, plans, requiremente or
deliverables.

Example: Request a visitor-booking feature after the original scope is approved.
Watch ovt: A request is ot permission to start the extra work.

Change control

Meaning: The process for recording, acsescing and deciding proposed baseline
changes.

Example: Ascsese the feature’c value, extra cost, time, resovrces and risk.
Watch ovt: An approved change needs updated plans and communication.

Change control board

Meaning: An authorized group that reviewe and decidee changes within its remit.
Example: The board approves a larger change after reviewing ife impacts.
Watch ovt: Some changes can be delegated; use the agreed approval rules.

Scope creep

Meaning: Uncontrolled growth in project scope withovt matching review and
authorization.

Example: Add vicitor passec informally without adfusting the schedule or budget.
Watch ouvt: Deliberately approved scope changes are not automatically scope creep.

Configuration management

Meaning: Identifying and controlling versions and relationships of project items.
Example: Keep the approved requirements, portal release and test results afigned.
Watch ovt: A file name alone is not enough fo control versione and ctatus.

Remember the difference

Request the change, accese ite effects, decide, then update the plan.
Keep approved versions clear <o everyone works from the same information.

Further reading: [18], [19] on pages 21-22. Examples by WikiFree.
wikifree.com ki
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THE PLAIN ENGLISH NOTEBOOK TERMS 071-075

Delivering quality

Agree what good means, build it info the work and check the result.

Oua/ity

Meaning: How well a product. cervice or procese meete agreed needs and
requiremente.

Example: The portal reliably prevente conflicting bookings and is eacy fo ue.
Watch ovt: Quality ic about fitnese for use, not the number of extra features.

Quality acsurance

Meaning: Planned work that givec confidence the procesces will deliver required
quality.

Example: Review whether the team follows its agreed testing and review process.
Watch ovt: Acsurance is broader than inspecting a finiched product.

Quality contfrol

Meaning: Checking oufputs through Tecting, inspection or measurement againgt
requirements.

Example: Test whether two users can accidentally book the same room.

Watch ouvt: Pacsing a small sample does not prove every poscible case works.

Defect

Meaning: A failvre of a deliverable to meet a specified requirement.
Example: The portal accepts two bookings for the same room and time.
Watch ovt: Dictinguish a defect from a requect for a new feature.

Rework

Meaning: Repeating or correcting completed work to meet the requirements.
Example: Fix the booking conflict and rum the affected fests again.

Watch ovt: Fixing a defect can consume time and money alveady planned
elcewhere.

Remember the difference

Quality acsurance checks confidence in the way the work is done.
Quality control checkse whether the reculting oufputs meet requirements.

Further reading: [20] on pagee 21-22. Examples by WikiFree.
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THE PLAIN ENGLISH NOTEBOOK
Ulorking with suppliere

Buying a cervice involves more than choosing the lowest quote.

Procurement

Meaning: Qbtaining the goods or servicee the project needs from external
cuppliers.

Example: Select and purchace a hosting cervice for the booking portal.
Watch ouvt: Include supplier celection, delivery management and acceptance.

Contract

Meaning: A legally binding agreement cetting out the parties’ obligations and
rights.

Example: Agree hocting services, payment, support and acceptance responsibilities.
Watch ouvt: Read the actual termg; a title alone does not define the obligations.

Vendor

Meaning: A person or organization supplying goods or services to the project.
Example: A hosting company supplies the server environment.
Watch ovt: The vendor may use subcontractors; clarify who remains respongible.

Statement of work

Meaning: A description of the work or services a supplier ic expected to provide.
Example: Specify server setup, cecurity fests, documentation and handover.
Watch ovt: State boundaries and acceptance requirements clearly.

Fixed—p rice confract

Meaning: A contract with an agreed price For defined work, cubject to its ferms.
Example: Pay §8,000 for the specified setup and tests after agreed acceptance.
Watch ovt: Approved scope changee can ctill alfer the agreed price.

Remember the difference

Specify the work, quality, acceptance, responsibilities and payment terms.
A fixed price works best with clear ccope and a controlled change process.

Further reading: [21], [22] on pages 21-22. Examples by WikiFree.
wikifree.com 16
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THE PLAIN ENGLISH NOTEBOOK
Uorking iteratively

Learn from feedback while delivering useful pieces of the solution.

/lgi/e

Meaning: A mindset that favers collaboration, useful delivery, feedback and
adapting to change.

Example: Release booking first, learn from ucers, then decide the next
improvement.

Watch ovt: Agile doee not mean skipping planning, discipline or documentation.

Iteration

Meaning: A repeated cycle of work in which a solution can be tested and refined.
Example: Try a search design, collect feedback and improve it in the next cycle.
Watch ovt: Repeating work does not automatically deliver a usable new feature.

Increment

Meaning: A ucable addition to the product: in Scrum it must meet the Definition of

Done.
Example: Add a fected cancellation feature that worke with the existing portal.
Watch ovt: Unfinished code is not a Done Scrum Increment.

Backlog

Meaning: An evolving collection of work still fo consider or do; a Prodvct Backlog is
ordered.

Example: List search, cancellation and reminder improvements for the portal.
Watch ovt: Review priorities and remove items that no longer add valve.

Ucer story

Meaning: A chort description of a need from a vser'c percpective and the value it
offers.

Example: Ae an employee, I want to cancel a booking co others can use the room.
Wateh ovt: Add acceplance criteria; ucer stories are not required by Serum.

Remember the difference

An iteration is a cycle of work and learning. An increment adde usable valve.
A backlog evolves as you fearn; it is not a quarantee o build everything.

Further reading: (5], [23], [24] on pagec 21-22. Examples by WikiFree.
wikifree.com 17
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THE PLAIN ENGLISH NOTEBOOK
Agile roles and flow

Serum and Kanban are different approaches; teams may combine practices.

S} print

Meaning: A fixed-length Scrum event of one month or lecs for pursving a Sprint
Goal.

Example: (Jce a two-week Sprint to make booking cancellations veable.

Watch ouvt: Keep the timebox: do ot extend it juct fo finich every item.

Product Qwner

Meaning: The percon in Serum accountable for product valve and effective Product
Backlog management.

Example: Qrder cancellation work before cosmetic changes becavse users need it more.
Watch ovt: The Prodvet Quner is one percon, even when lictening fo many
ctakeholders.

fcram Macter

Meaning: The percon who helps a Serum Team usce Servm well and improve ite
effectiveness.

Example: Coach celf-management and help remove a recurring impediment.
Watch ouvt: The Scrum Master is not a bose who acsigns everyone¢ daily tasks.

Kanban

Meaning: Improving the flow of value by making work vicible, managing it and
improving the workflow.

Example: Pull a wew requect only when the team has capacity to progrecs it.
Watch ovt: A board alone does not make an effective Kanban system.

Work in progress limit

Meaning: A cap on work ctarted but wot finished in a defined part of a workflow.
Example: Allow no more than three items in testing, including blocked ifems.
Watch ovt: Finish or unblock work before ctarting more when the limit is reached.

Remember the difference

Serum defines accovntabilities and events; Kanban focuses on work flowing.
A visible board helps, but active policies and improvement matter too.

Further reading: [24], [25] on pages 21-22. Examples by WikiFree.
wikifree.com 18
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(nderctanding performance

Meagure progrecs against a clear reference and vse it to decide what to do.

Key performance indicator ( KPI)

Meaning: A celected meagure used to judge progrecs foward an important objective.
Example: Track the percentage of room bookinge completed online after launch.
Watch ovt: A number is usefvl only when it connects to a goal and a decisivn.

Status report

Meaning: A dated cummary of progress, outlook, risks, icsues and required
decisions.

Example: Report completed tests, launch confidence and the decicion needed this
week.

Watch ovt: A long activity lict can hide the real project condition.

l/ariance

Meaning: The difference between a measured resvlt and its chosen reference.
Example: Actual cost of $11,000 versue a. §10,000 plan ic $1,000 over that plan.
Watch ovt: State the sign convention; earned-value cost variance vees El minus

AC.

Earned value

Meaning: The budgeted valve of work actually completed, measuvred using agreed
progress rules.

Example: Complete 40% of a $20,000 work package: earned value is §8,000.
Watch ovt: Earned value is not cach received, profit or the amount spent.

Forecast

Meaning: An updated prediction of a future result vsing current evidence and
agsumptiong.

Example: After testing delays, predict completion on 4 July instead of 30 June.
Watch ovt: A forecast can change without changing the approved baseline.

Remember the difference

Report the current position, likely outcome and actions needed.
A ucelul number has a definition, a date, a reference and an ocwner.

Farther reading: [15], [26] on pages 21-22. Examples by WikiFree.

wikifree.com 19
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Completing and learning

Finish the project responsibly and make the results vseful in operatfions.

Handover

Meaning: Transferring the result and ite operating respongibifity to the receiving
team.

Example: Give support ctaff the portal, access, runbook, training and open-item
list.

Watch ovt: Sending files alone does not prove the receiving team ic ready.

/lcceptan ce

Meaning: Formal confirmation éy the avthorized party that agreed conditions are
met.

Example: The customer cigne off the portal after the agreed acceptance tests pacs.
Watch ouvt: Who can accept, and under what conditions, chould be clear in advance.

Project closure

Meaning: Formally ending the project and cettling or assigning remaining
responsibilities.

Example: Confirm acceptance, close accounts, archive records and release the
team.

Watch ovt: An early termination also needs a controlled clocure.

(ecsone learned

Meaning: Knowledge from experience that can improve corrent or future work.
Example: Record why late access approvals delayed testing and ascign an
improvement.

Watch ovt: Capture lessons throughout the project, not only af the end.

Benefits realization

Meaning: Making cure intended improvements happen and measuring whether they
are achieved.

Example: Check whether booking adminictration actually falle from 10 to 4 hours a
week.

Watch out: Name a benefits owner who can continve after the project feam leaves.

Remember the difference

Completion needs acceptonce, a ucable handover and clear remaining ownere.
Leccong improve future work; benefite need follow-through after lavnch.

Further reading: [27], [28], [30] on pagec 21-22. Examples by WikiFree.
wikifree.com 20
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Index: A to M

Tap a term to open ite contfent page. The right-hand number is the page.

QUICK (OOKUP

TERM PAGE  TERM PAGE
Acceptance 20 Defect 15
Acceptance criteria 05 Deliverable 01
Activity 06 Dependency 06
Actual cost 10 Duration o7
Agile 17 Earned value 19
Analogous estimating )4 Effort 07
Assumption 13 End user 04
Backlog 17 Eccalation 13
Baceline 06 Ectimate o9
Benefit 01 Fixed-price confract 16
Benefits realization 20 Forecast 19
Bottom-up estimating 09 Free float 08
Budget 10 Governance g3
Bucinese case 03 Handover 20
Capacity 07 Impact 11
Change control 19 Increment 17
Change control board 14 Iecue 13
Change request 14 Iecue log 13
Configuration management 14 Iteration 17
Constraint 73 Kanban 18
Contingency reserve 10 Key performance indicator (KPI) 19
Contract 16 (ag 08
Coct bacelne 10 (ead 08
Critical path 08 Leccone learned 20
Customer 09 Management recerve 10

Sources & further reading - tap fo open

[1] APM: terminology glocsary
[2] APM: project management
[3] APM: program management
[4] APM: portfolio management
[5] APM: project life cycles

[6] APM: businece cace

[7] APM: governance

[8] APM: cponcorship

(2] PMT: Lexicon v5.0 (2026)
[10] APM: ctakeholders

[11] APM: scope management
[12] APM: ccheduling

[13] GAO: Schedule Ascecoment Guide

[14] APM: recovrce management
[15] GAO: Coct Estimating Guide

Uce the topical pages to learn related terme together.

Uce thic alphabetical index when you need a quick definition.

Page numbers refer to content pages. Cover and advertisementsc are not counted.
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Tap a term to open ite contfent page. The right-hand number is the page.

TERM PAGE  TERM PAGE
Milestone 06 Rework 15
Objective 01 Risk 11
Operations 02 Rick owner 12
Opportunity 11 Rick register 12
Outcome 01 Risk response 12
Parametric estimating 07 Sehedule 06
Portfolio 02 Seope 05
Probability 11 Seope creep 19
Procurement 16 Serum Master 18
Product Quner 18 Secondary rick 12
Program 02 Sponsor 03
Project 01 Sprint 18
Project charter 03 Stakeholder 04
Project closure 20 Statement of work 16
Project life cycle 02 Status report 19
Project management 02 Steering committee 03
Project manager 09 Threat 2l
Project team 04 Three-point ectimating 09
Quality 15 Total float 08
Quality acsurance 15 Ucer story 17
Quality control 15 Variance 19
Requirement 05 Vendor 16
Recidval rick 12 Work breakdown structure (WBS) 05
Resource 07 Work in progress limit 18
Resource leveling 07 Work package 05

Sources & further reading - tap fo open

[16] APM: rick management [24] The Scrum Guide (2020)

[12] APM: planning & deployment [25] The Kanban Guide (May 2025)
[73] APM: chahge controf [26]APM: project controle

[19] APM: confiquration management [22] APM: cucceceful handover
[20] APM: quality management [28] APM: benefite and cuccess
[21] APM: procurement & trangition [29] APM: cost planning & control
[22] APM: managing contracts [30] APM: lescons fearned

(23] Agile Manifesto: principles

Original WikiFree explanations and examples; cources checked 29 Qet 2026.

A practical ctudy companion, not an official certification manval.

Page numbers refer to content pages. Cover and advertisementsc are not counted.
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