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Introduction

To manage multiple projects, make a ‘snapshot’ of the major milestones that need tracking.  Visio provides a Timeline Template to help track multiple project milestones in a visual manner.  The resulting chart facilitates communication with team members, project sponsors, and executives alike.

The Value of Communication

Communication is the key to successful project management.  In fact, it is so important that I once had a Project Management professor state, “There are three keys to successful project management in this order: 1) communicate, 2) communicate, and 3) communicate.”  

Visual communication provides clarity using a quick, precise method.  Words alone could take several paragraphs to convey the same information that is shown in one chart.  Thus, it saves time and money.

Project Management Benefits
The timeline chart clarifies the status of deliverables and areas of responsibility for team members.  It allows the project manager to remain prepared and aware of potential issues by asking appropriate questions before targeted due dates.  It helps to quickly identify scope changes that can impact the project timeline, quality, and/or budget.

It communicates the ‘state of the project’ to project sponsors and executives because it is presented in a visual manner.  Detailed information can be attached as appendices when more detail is desired or questions arise.  This can include an executive summary detailing any noteworthy team accomplishments, upcoming milestones, planned actions, or issues.  In addition, it can include individual team member accomplishments for the previous week or month and planned accomplishments for the upcoming week or month.

Sample Timeline Charts

The sample timeline charts illustrate the current projects being managed.
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Figure 1 - All Current Projects
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Figure 2 - New Software Project
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Figure 3 - Customer Relationship Project
Notes
· Earlier versions of Visio include the timeline template.

· Visio may not be an enterprise-wide tool.  Therefore, consider saving the chart as a graphic that can be inserted into a word processor document such as .gif or .jpg.
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