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Chapter 6

Tracking Progress of Task

We learn in this chapter:

v'Set Baseline
v’ Register Progress of TASK
v’ Register Completion of TASK

v’ Input Actual Values( Start, Finish , Duration)



Set Baseline:

Task Fields Resource Fields Assignment Fields

Work and time phased

Start Start
work
Finish Cost and time phased o
cost
Duration Work and time phased
work
Work and time phased Cost and time phased
work cost

Cost and time phased
cost

time phased: when tasks and recourses assign as
an over time.
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See what is driving 23 |7 Evaluate initial profita 1 day Mon 1722907
the start date of a 24 | Review and modify the =l 2 days Tue 1/30/07
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. . - s ra Mmoo awailakla infr 1 daw Tha 24 N7 —1
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Entering Progress
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Do vou want your
team to use Project
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report their progress
on tasks?
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O Mo

Froject Se¥ver allows
you and your team
members to view
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Project Web Access,
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information not
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[=] Phase 1 - Strategic Plan
[=] Self-Assessment

Define business vision
Idertify available =killz, information and support
Decide whether to proceed

[Z] Define the Opportunity

Reszearch the market and competition
Interviewy owners of similar businesses
Idertify needed resources

Idertify operating cost elements

[=] Evaluate Business Approach

Define new entity requirements
Idertify on-going busziness purchasze opportunities
Reseatch franchize possibilties

Summarize business approach

[=] Evaluate Potential Risks and Rewards

Assess market size and stability
Estimate the competition

Azzezs needed resource availability
Evaluate realistic inttial market share
Determine financial requirements
Review perzonal suitability

Ewaluate initial profiability

information by
clicking the link

Step 1of 3

= Continue to Step 2

Reviewy and modify the strategic plan
Caonfirm decision to proceed
[=I Phase 2 - Define the Business Opportunity
[=] Define the Market
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® .&.|Wa":,."5 track b‘:,-" = [=] Define the Opportunity
entering the Percent 7 Research the market and competition
of Work Com plete a Irterviesy owners of similar businesses
q .
O Always track b",,-" o Identify needed resources
. = 10 i i
entermg the Actual _'h-.-l Icdertify u:up_eratlng cost elements
Work Done and Waork 'E 11 [=I Evaluate Business Approach
Rem air‘ling E 12 Define new entity requirements
ol 13 Identify on-going business purchase opportunities
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P E:—: 17 Azzezs market size and stability
= 15 Estimate the competition
T:e |EEISFTI accurate L 19 Azzess needed resource availability
t O;;Jhg d EISFtEESt ki 20 Ewaluate realistic initial market share
method O Tracking.
VOLF FeSOLIMCES Wiﬁl 21 Determine financial requirements
Speciﬁ,a' the 22 Reviewy perzonal suitability
percentage of work 23 Ewvaluate initial profitabilty
romplete. batwean N v 24 Review and modify the strategic plan
23 Confirm decizsion to proceed
Step 2 of 2 26 [=] Phase ? - Define the Business Opportunity
® Save and Finish 27 [l Define the Market 5
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displays tools and 5 Drecide whether to procesd v 100% £
instructions for 5 = Define the Opportunity " 100% 96
completing that step. ¥ Rezearch the market and competition e 100% £

a Interview owners of similar buzinesses o 100% 4ar
Save a baseline plan A Idertify nesded resources v 100% 3
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Make ChEIﬂQES to the 21 Determine financial requirements ' 100% 1€
project 22 Review personal suitability v 100% £
See what is driving 23 Ewvaluate initial profitabilty o 100% £
the start date of a 24 Review and modify the strategic plan ' 100% [
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Track rizsks and issues 26 [=] Phase ? - Define the Business Opportunity o 100% 208
aszsociated with this 27 [= Define the Market ' 100% 104 v
. 28 Nemase availahla infarmatine ra A N = —
project v [ e [ ¥

Ready




Input Actual Value for Tasks:

& Microsoft Project - New Business

@ File Edit Yiew Insert Format  Tools  Project  Beport  Collaborate  Window  Help Type aquestion for help = & X
e @+ = Ly show~ | Arial -0 - |B I U |E = = AlTasks = AL NS H &R Y- = QR @
( fE| )fasks * PResources « | Track = | Report - =
@ @TEI sks o Task Mame Duration 4, '06 Dec 31, '06 Jan 7, '07 Jan 14, '07 Jan 21 A
T TIF|S[SIM[TW[TIF[S|SM[TW|T[F[S[S[M|TwW[T[F|S]S[M
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below. Clicking an 3 Define business visic 1 day Manager
item displays tools 4 ldertity available skil 1 day Business advisor,Manager
and instructions for 5 Decide whether to pr 1 davy Manager
Corm p|Etiﬂg that step. = [Z] Define the Opportunity 10 days
7 Research the market 1 day Business advisor
Define the project 8 Irterviesn owners of S days Owr
Define general 8 llertify needed reso 2days Business adiisor,P
working times 10 |dentify operating cos 2 days
) ) 11 [=] Evaluate Business Apj 4days
LISt_the tasks in the = 12 Define new entty rec 1 day
project .-:':_;: 13 [dentify on-going bus 1 day
Organize tasks into = 14 Research franchise | 1 day
DhESES 6l 15 Summarize business 1 day
Schedule tasks 16 [=] Evaluate Potential Risk T days
Link to or attach 17 As.sess market size.: 2 days .
o ek 18 Estimate the competit 1 day |
et 19 Aszess needed resc 2 days
20 Evaluate realiztic initi: 1 day
Add CO|LJ.FT'IF‘IS of ) 2 Determine financisl re 2 days
custom information 22 Review perzonal sui 1 day
Set deadlines and 23 Evaluste initial profita 1 day
constrain tasks 24 Review and modify the =l 2 days
Identiﬁ; risks to the 23 Zonfirm decision to proce 0 days
project 26 [=I Phase ? - Define the Busin 2T days
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below. Clicking an 4 ldertity available skil 1 day Business advisor,Manager
itern displays tools 5 Decide whether to pr 1 dary r
and instructions for & =l Define the Opportunity 10 days
completing that step. 7 Research the market 1 dary ess advisor

g Irterviewy owners of Sdays
Save a baseline plan g lddentify needed resom 2 days Business adu
to compare with 10 Idertify operating cos 2 days
later versions 11 [=] Evaluate Business Apj 4 days
Prepare to track the 12 Define new entty rec 1 day
progress of YOUr 3 Identify on-going bus 1 day
project 14 Research franchize | 1 dlay
IHCOFDOFEITZE progress 15 Summarize husiness 1 day
T (e e 16 [=] Evaluate Potential Risk T days
project 17 Azzezs market zize s 2 days .
18 Estimate the competit 1 day |
Check the_progress 19 Aszess needed resc 2 days
of the project B 20 Evaluste resliztic init 1 day
Make changes to the 21 Determine financial re 2 days
project 22 Review persaonal suil 1 day
See what is driving 23 Evaluate initial profita 1 day
the start date of a 24 Review and modify the =l 2 days
taslk 23 Zonfirm decision to proce 0 days
Track risks and 26 [=I Phase ? - Define the Busin 2T days
issues gssociated 27 [=] Define the Market 13 days v
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Entering Progress 1 [=] Phase 1 - Strategic Plan
Do vou want your 2 =l Self-Assessment
team to use Project 3 Define business vision
Server and Project 4 Identify svailable =kils, information and support
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their progress on 6 [Z] Define the Opportunity
tasks? 7 Reszearch the market and competition
{:} es ] Intervieswy oveners of similar buzinesses
'@' o | Identify needed resources
""""" 10 Identify operating cost elements
You will haWe to 11 = Fvaluate Business Approach
m anually Update 12 Define new entity requirements
F’rOQrESS for tasks in 13 Idertify on-going busziness purchasze opportunities
PFO]ECTI. 14 Rezearch franchize posszibilties
S Bk Summarize business approach
E 16 [= Ewvaluate Potential Risks and Rewards
=) 17 Azzezs market size and stahbility
o 18 Estimate the competition
Azzezs needed resource availability
Evaluate realistic inttial market share
Determine financial requirements
Review perzonal suitability
Ewaluate initial profiability
Reviewy and modify the strategic plan
Caonfirm decision to proceed
[=I Phase 2 - Define the Business Opportunity
Step 1 of 2 =l Define the Market v
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9 1 [=] Phase 1 - Strategic Plan
How do yvou want to 2 -l Self-Assessment
track the progress of 3 Define business vision
each task? 4 Identify svailable =kils, information and support
5 Decide whether to proceed
® .&.|Wa":,."5 track b‘:,-" G [=] Dpefine the Opportunity
entering the Percent 7 Research the market and competition
of Work Com plete 8 Irterview owners of similar businesses
O Always track b",,-" = 9 Idertify needed resources
, = 10 i i
entermg the Actual = Idertify operating cost elements
Work Done and E 11 [=] Evaluate Business Approach
Wiork Rem aining E 1; Define new entity requirements
¥ Idertify on-going busziness purchasze opportunities
O Always track by o : o
) 14 Reszearch franchize possihilities
entering the hours of = . .
k d fi = 1= Summarize husiness approach
WO ofe per Tme )
. P + Il [= Ewvaluate Potential Risks and Rewards
period o _ -
=) 17 Azzezs market size and stahbility
= 15 Estimate the competition
T:e |EEISFTI accurate L3 19 Aszzess needed resource availability
t ollgl astest . 20 Evaluate realiztic initial market share
method of tracking. T :
. 2 Determine financial requirements
Your resources will , 0
. 22 Review perzonal suitabilty
SDECIFV the 23 Evaluate initial fitakbilit
percentage of work vEliEs It profianity.
romplete between 0 B 24 Feviewy and modify the strategic plan
23 Zonfirm decizion to proceed
Step 2 of 2 26 [=] Phase 2 - Define the Business Opportunity
® Save and Finish =l Define the Market w
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entermg the hou_rs of 15 Summarize business approach Ghrs 0 hrs S hrs
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pero 17 Azzezs market size and stahbility 16 hr= 0hrz 16 hr=
18 Estimate the competition ghrs 0hrs g hrs
A Oderatew 19 Azzezs needed resource availability 16 hr= 0hrs 16 hrs
accurate and_ 20 Evaluate realistic initial market share ghrs 0hrz 8 hrs
modera teh-" tum ﬁ_ d 2 Determine financial requirements 16 hrs 0hrs 16 hrs
g??f;crg:r:g r;ﬂ(oeer 22 Review perzonal suitabilty ghrs 0 hrs g hrs
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progresses by El Self-Assessment 32 hif 28 hrs
clicking an item Define business vision 8 r3|4 hrs | 4 hrs
below. Clicking an Idertify available skils, information and suppart 16 P\ 16 hrs
item displays tools Decide whether to procesd & hrs g hrs
and ”-'Str__UCUOHS for [Z] Define the Opportunity 96 hrs 0 hrs 96 hrs
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23 Caonfirm decision to proceed 0 hrs 0hrs Ohrs 0 days Wed 1419011 Wed 101911
26 [=I Phase 2? - Define the Business Opportunity 208 hrs 0 hrs 208 hrs 2T days Wed 11911 Fri 272511
27 =l Define the Market 104 hrs o hrs 104 hrs 13 days Wed 119411 Meon 2711 w
e Nrmoce availakla informati;on [=J ST mn he= 2 e 1 daw Wi A MOM A4 Tho AN Rnicinass arlwicar —1
< FARE

B aEARcH




& Microsoft Project - New Business-1

@ File Edit Yiew Insert Format | Tools i Project Report  Collaborate  Window  Help Type aquestion for help = & X
'@ 9 & = &y showr | aial |V Speling.. 7B AlTasks - AL NS H@ B9 Q@ F
= | Tasks ~ | Resources = |[Track - Al e
] kM k
Evaluate realist s
Task Man Links Between Projects... Ll Wark | Remaining Wiork Curation Start Firizh Fesou [0
- Import Ouklook Tasks, .. W =
0 |= Mew Business 4 hrs 1,384 hrs 1265 days Wed 1211510  Thu 6/9/11 =
1 =l Phase 1 - Strategic Plan Change Working Time. .. dhrs 256 hrs 55days  Wed 121540  Wed 11911 =
2 =l Self-Assessment & Assign Resources. .., Ale+F10 4hrs 48 hrs 5.5 days Wed 121510 Wed 12/22/10 =
8 Define business visi & Build Team From Enterprise...  ChrlT 4 hrs 24 hrs 3.5 days Whiedd 12M15M0 korn 1220410 Manager =
4 Idertify available skl . - ) 0hrs 16 hrs 1 day o 1252000 Tue 1202140 Buziness advisor Mal
26  Substitute Resources. ..
= Decide whether to pl © 0 hrs G hrs 1 day Tue 122110 Wed 122210 Manager
B =l Define the Opportunity Local Profect Cache 0 hrs 96 hrs 10days  Wed 122240  Wed 1541
7 Reszearch the market Resource Sharing 0hrs Shrs 1 day Wied 1202210 Thu 1202310 Buzsiness advisor
g Interviewy owners of Level Resources. ., 0 hrs 40 hrs Sdays Thu 1202310 Thu 1203040 Crwwners
o 9 Idertify needed reso Tracking ol T 2 days Thu 1203040 kon 15341 Business advisor Pee
= Ll Identify operating co _ 2 days hdor 143011 Wied 1511 Accountant
j:"_:' 11 [=] Evaluate Business Apj LFHTE) Rkl i st 4 days Wed 1/5/11 Tue 11111
E 12 Define new entity re Organizer ... Syne to Protected fActuals 1 day Wied 155011 Thu 1611 Manager
;: 13 Idertify on-going bus Customize Progress Lines. .. 1 day Thu 155111 Fri 1M1 Mansger
14 i | i
I Research franchize Optians. .. Set Baseline. . | 1 day Fri 15711 Mon 1M 0M1 Manager
= 15 Summarize business | | 1 day Man 141081 Tue 11111 Manager
] Enk ise Opki C B ine... E
=B = Evaluate Potential Risk e ket s . =mar asEine days Thu 1641 Mon 14TA1
E]:;: 17 Azzezs market size and stahbility 16 hr= 0hrz s
= 15 Estimate the competition ghrs 0hrs Update Tasks
19 Aszess needed rezource availabilit 16 hr= 0 hrz
s Mame: | Evaluate realistic initial market share | Diurakio
20 Evaluate realiztic intial market share g hrs 0hrz
21 Determine financial reguirements 16 hrs Dhrs | % Complete: (0% 2| Ackual dur: Remaining duf; | 3d E|
22 Reviewy personal suitabili & hrs 0 hrz
P ¥ Actual Current
23 Evaluate initial profitability g hrs 0hrz
24 Feviewy and modify the strategic plan Ohrs 0hrs atart: | M v| Start: | Thu 1f13/11 |
23 Confirm decizion to proceed 0 hrs Ohrz || Finish: |N-':'- V| Finish: | Fri 1/14/11 |
26 [=I Phase 2? - Define the Business Opportunity 208 hrs t hrs
27 [=] Define the Market 104 hrs b hrs [ Mokes, ., ] l (8] 4 ] [ Cancel ] w
a8 Neracs suailahla indamation . e —

B aEARcH

TR @ ® (R adlpM




& Microsoft Project - New Business-1

@ File Edit | Wiew § Insert Format Tools Project Report  Collaborate Window  Help Tvpe agueskion for help = & X
i@ @ & =  CAlendar I U= = = alTasks v AN EH &R Y-t QA @ L
m Gantt Chark
- Metwark Diagram
Task Usage Wiark Actual Work | Remaining Wiork Duration Start Finish Resow [0 A
Tracking Gantt =
0 |E New 1.404 hrs 4 hrs 1400 hrs  126.5 days Wed 1271510 Thu 6/9/11 -
1 =p PiesalEe G 276 hrs dhrs 272 hrs 255days . Wed 121540  Wed 11911 =
2 Resource Sheet 52 hrs 4hrs 48 hrs 5.5 days Wed 124540 Wed 122210 =
3 Resource Usage 28 hrs 4 hrs 24 hrs J.adays Wied 1211510 ko 1202010 | Manager =
4 Mare Yiews. .. 16 hr= 0hrs 16 hrs 1 day Mo 1202000 Tue 1202140 Buziness advisor Mal
= S hrs 0 hrs G hrs 1 day Tue 1221100 Wed 1272210 Manager
B ielles Frefzet Eutlzs Qoo e ng el 96 hrs 0 hrs 96 hrs 10days  Wed 122240 Wed 1541
7 Taolbars k| '»  Standard ghrs 1 day Wied 12122M0 Thu 12/23M1 0 Business advizor
8 Turn Off Project Guide v Formatting 40 hrs Sdays Thu 1252310 Thu 1205040 Oweners
] View Bar Callabarate | 32hrs 2 days Thu 1203010 Mon 17311 Business advisor Pee
10 ) . o 16 hrs 2 days Mo 173011 Wied 10511 | Accourtant
o 3 Hide Change Hichlighting Setnhee s 4days Wed 1541 Tue 11111
o 12 Header and Foater... Drawing | B hrs 1 day Wied 11511 Thu 1/81 | Manager
;: 13 Zoom... Resource Management: | g hrs 1 dlay Thu 14511 Fri1ifM11 | Manaoer
l::; 14 Fesearch tranchise possibites Task Pane S hrs 1 day Fri1s7i1 han 11011 Manager
.I_::i 15 Summarize business approach Tracking ghrs 1 day Man 1410841 Tue 11111 | Manager
E: 16 [=] Evaluate Potential Risks and Rewards i _ [ 96 hrs & days Thu 1/611 Tue 11811
=) 17 Asszess market size and stability isual Basic 16 hrs 2days Thu 1811 Man 1011 Business advisar
& 18 Estimate the competition Web | Ghrs 1 day han 1410011 Tue 11111 Business advisor
14 Azzezs needed resource availability Analysis | 16 hrs 2days Tue 11111 Thu 11311 | Business advisar
20 Ewvaluate realistic initial market share Compare Project Yersions [ 24 hre 3days Thu 1M3M1 Tue 11811 Business advisar
e Determine financial requirements 16 hrs 2 days Tue 11111 Thu 11311 Business advisor
" S Metwork Diagram | :
22 Review perzonal suitakbility Shrs 1 day Thu 1M3M1 Fri1M14M1 | Manager
23 Evaluate initial profitability PERT Analysis | & hrs 1 day Fri M 41 Mon 14741 Manager
24 Feviewy and modify the strategic plan »  Project Guide | Ohrs 2 days Mon 111741 Wied 11911
23 Caonfirm decision to proceed Customize. .. Ohrs 0 days Wed 111911 Wed 101911
26 [=I Phase 2? - Define the Business Opportunity T FUCTINS T LR 208 hrs 2T days Wed 119111 Fri 2725111
27 =l Define the Market 104 hrs o hrs 104 hrs 13 days Wed 11911 Meon 2711 w
e Nrmoce availakla informati;on [=J ST mn he= 2 e 1 daw Wiad A MOMA Tho ANMMA | Rnisinass arlwisar ;I

B aEARcH




& Microsoft Project - New Business-1

@ File Edit Yiew Insert Format  Tools  Project  Beport  Collaborate  Window  Help Type aquestion for help = & X
E"Ii"?#:.f‘)ihuwv Arial 8 - B I U E = = AlTasks - = -u&;JLjH@ﬂqvvw%%G :!‘%:% |§);

d B om:: - 0= 25 S0¥ 7EE |00
e | B o A e e

i[5 | Tasks ~ | Resources - Track - | Report =

Research the market and competition

Task Mame Wiork ActualWiork | Remaining Wiork Durstion Start Firizh Re: 2,10 Dec (#
T[T [F[5[5]¥

0 |= Mew Business 1.388 hrs 4 hrs 1,384 hrs 1265 days Wed 12715410  Thu 6/9/11 P
1 =l Phase 1 - Strategic Plan 260 hrs dhrs 256 hrs 25.5 days Wed 121510 Wed 11911 _
2 [=] Self-Assessment 52hrs 4hrs 48 hrs 5.5 days Wed 124510 Wed 1222110 _
3 Define business vision 28 hrs 4 hre 24 hrz 3.5 days Wad 121500 hdan 1202000 | Manager Yo =
4 Identify available skilz, information s 16 hre 0 hrs 16 hrz 1 day hon 122000 Tue 122110 Busziness advisor 0% |
5 Decide whether to procesed g hrs 0 hrs ghrs 1 day Tue 122110 Wed 1212210 Manager LS
B [=] Define the Opportunity 96 hrs 0 hrs 96 hrs 10 days Wed 122210 Wed 1/511
7 Research the market and cnmpet'rtiu:ul g hrs 0 hrs g hrs 1 day Wed 1222010 Thu 1272310 | Business advisar
il Interviesy oweners of similar busines 40 hr=s 0hrs 40 hrs Sdays Thu 1272310 Thu 1205000 Owners
9 Idertify needed resources 32 hrs 0 hrs 32 hrs 2 days Thu 12/30M0 hon 173411 Business advisar

el 10 Identify operating cost elements 16 hrs 0 hrs 16 hrs 2days flan 173511 Wed 15511 Accountant

E 11 [=] Evaluate Business Approach 32hrs 0 hrs 32 hrs 4days Wed 1511 Tue 111411

*E: 12 Define new entity requirements g hrs 0 hrs S hrs 1 day Whed 17501 Thu 1811 Manager

':: 13 Identify on-going business purchase g hrs 0 hrs ghrs 1 day Thu 18511 Fri 15771 Managet

T:_EE 14 Reszearch franchize possikilties ghrs 0hrs Shrs 1 day Fri1sfi wlon 1M 081 | Manager

'Ei 15 Summarize business approach g hrs 0 hrs S hrs 1 day ton 14001 Tue 11111 Manager

E: 16 [=] Evaluate Potential Risks and Rewan 80 hrs thrs 80 hrs T days Thu 17611 Mon 11711

éT'_I 17 Azzess market size and stahbility 16 ht= 0hrs 16 hrs 2days Thu 158611 Wlon 1M 081 Business advizor
18 Estimate the competition g hrs 0 hrs S hrs 1 day ton 14001 Tue 11111 Business advisor
19 Assess needed resource availabilits 16 hrs 0 hrs 16 hrs 2days Tue 1711111 Thu 11311 Business advisor
20 Evaluate realistic inttial market share ghrs 0hrs Shrs 1 day Thu 14311 Fri1M4M1 Buzsiness advisor
| Determine financial requirements 16 hrs 0 hrs 16 hrs 2 days Tue 11111 Thu 11311 Business advisor
22 Revievy personal suitakility g hrs 0 hrs ghrs 1 day Thu 173011 Fri 1114111 Manager
23 Ewvaluate initial profitability 8 hrs 0 hrs S hrs 1 day Fri1M4r1 Mon 14 7M1 | Manager
24 Reviewy and modify the strategic plan 0 hrs 0 hrs 0 hrs 2 days Mon 1471 Wied 109041
23 Confirm decision to proceed 0 hrs 0 hrs 0hrs 0 days i 119011 i 1119011
26 =l Phase 2 - Define the Business Opportun 208 hrs 0 hrs 208 hrs 2T days Wed 11911 Fri 27251 EI

B aEARcH






