1. RFQ/Initiative

Received and sent to
CEO and/or Point
Person(s) for review

6. Developlidentify
the scope of work

unless it has been

or provided by a
separate source.

Record in project
management
database (e.g.,
Asana)

3 Identify the
stafffteam to work on
the project. Ensure
team members have
clearly defined roles
(e.g., self-selection,
based on expertise,
or determined by

previous team
assignment)

4 Hold/facilitate an
internal meeting with
staff, if applicable

5 Hold/facilitate an external
meeting with funders,
stakeholders, if applicable

previously completed

Process Map Example

Is the request
forwarded to the
team for review
approved?

7. Contract development
and budget development
based on hours billed from
previousisimilar projects will be
completed by CEQ, Center
Director, andl/or Point Person

Unkown what will
happen if not

approved

Phase 1 - Strategic
Planning

8. Hold/facilitate a second internal
meeting with Project Manager, Program
Associate, Center Director, Unit
supervisor, The designated note-taker
forwards meeting notes to team,

unless using an automated system
(e.g., Asana).

9. Identify workstreams in the
work plan and scope of work
to identify phases based on
necessary deliverables.

10. Assign tasks, establish
deadlines, and schedule
standing planning meeting {with
tasks assigned based on
existing roles and
responsibilities)

Phase 2 - Phased
completion of scope
of work

11. Complete deliverables

12, Final review of scope of work
({internally). Is it up to par?

Yes

Phase 3 - Project
Close out

13 Final review of scope of work

(externally)

Close project out and plan appropriate
celebration

Notes:

-Project flow may slightly deviate based on PM's directive
-Importance of having clearly defined roles

-Debriefing can help teams reflect on successes, challenges,
and gain valuable feedback.

-Celebrating wins can help to boost motivation, moral, team
cohesion, and feelings of appreciation.




