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This course provides the tools and concepts of project administration.  Engineers and architects will learn how to effectively and profitably manage the planning, financial management and administrative details for a successful project.  Owners will learn how their design consultants perform and manage day-to-day project administration.





Outline:  1 Day (8:30-4:15 pm)


Understanding The Basic Financial Model For A Design Firm


-direct labor


-overhead


-non reimbursable costs


-reimbursable


-profit


-contingency factors


-marking up reimbursables





Understanding Basic Design Firm Pricing/Multipliers


-planning for profit


-basic financial ratios


-industry statistics


-potential pitfalls





Developing A Project Scope Of Services


-client provided


-internally developed by a design firms


-suggested formats





Preparing and Negotiating A Project Design Fee Budget


-zero based budgeting


-team buy-in


-other budgeting methods


-source of budgeting information


-suggested formats





Undertaking Project Administrative Activities


-change order management


-billing and collection


-PM notebooks


-PM manuals


-other administrative forms





Monitoring Project Progress


-job cost reporting systems


-computer software


-proper time charging


-web enabled project management





Monitoring Project Schedules and Personnel Needs


-importance of regular planning


-computer software





Evaluating Performance/Project Closeout


-project  report card


-data bases


-rewarding project managers and the team








ABOUT THE WORKSHOPS:





Each program is designed for on-site presentation at your office or at an outside venue such as a hotel or conference center.   Attendance is limited to 25 people.  The course outlines provided in this brochure may be modified to meet the needs of your specific organization.








SPEAKER FOR ALL COURSES:





The speaker for all courses is Howard Birnberg.  He is an architect by training, holds an MBA from Washington University (St. Louis) and is Executive Director of the Association for Project Managers. Mr. Birnberg is the author of numerous books and manuals including “New Directions in Engineering and Architectural Practice”, McGraw-Hill, 1992, “Project Management for Building Designers and Owners”, CRC Press, 1998, “Project Management for Small Design Firms”, McGraw-Hill, 1992 and 


“Project Management for Designers and Facilities Managers”, J. Ross Publishing, 2008.  He was formerly an instructor in the Office of Executive Education at the Harvard University, Design School and formerly at the University of Wisconsin, Engineering Professional Development Program, Madison where he co-instructed “Effective Project Management For Building Design and Construction” for nearly 20 years.  He also served as a visiting adjunct assistant professor at Michigan State University conducting a project management distance learning course.





Mr. Birnberg has been a frequent speaker at many professional society meetings including the American Institute of Architects, National Society of Professional Engineers, American Council of Engineering Companies, the American Society of Plumbing Engineers and the American Society of Civil Engineers among many others.   He has consulted with and provided training for many major organizations including: AT&T, Fermi National Laboratory, Frito-Lay (division of Pepsico), Ginn Clubs and Resorts, General Public Utility (GPU), National Institutes of Health; Oneida Tribe of Wisconsin, University of Texas-El Paso and the World Bank among others. 











Association For Project Managers


8 Corral Run


Carmel, CA  93923


(312) 664-2300, fax (831) 624-1793


Email:  � HYPERLINK "mailto:hbirnberg@rcn.com" ��hbirnberg@rcn.com�


Website: www.APMINFO.com
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