ASSOCIATION FOR PROJECT MANAGERS PROTOTYPICAL PROJECT MANAGEMENT MANUAL

INTRODUCTION
From 1981 to 1984, the American Institute of Architects produced a series of manuals called, “Managing Architectural Projects,” authored by David Haviland.   Among this series was a prototypical project management manual intended to serve as a guide for design firms seeking to develop their own publication.  Unfortunately, this manual is now out-of-print. Nevertheless, the need by architects and engineers for a prototype project management manual is clear.
Project management manuals are developed for many reasons, including:

1. As part of the RFP/RFQ process, a potential client may request a copy of your manual initiating a flurry of last minute activity to assemble this previously unavailable manual.

2. Your firm may be seeking or is required to obtain ISO certification.  Preparation of a project management manual is an integral part of this process.

3. Preparing a project management manual assists you in defining project management in your firm.

4. The preparation of a project management manual helps you seek out the “Best Practices” of others.

5. The existence of a project management manual helps to enhance internal and external communications by sharing pertinent parts of your manual with your staff, clients, consultants, contractors, and others.

6. Your project management manual is a terrific resource useful in training new or aspiring project managers and helps to define a career path for these individuals.

7. A project management manual helps to standardize the activities of current project managers while allowing freedom for individual style and project needs.

If your engineering or architectural firm seeks to develop a manual, consider the following steps:

*Use the APM manual as a general guide.  
*Establish a committee of your current project managers and other staff members to            

  assess its usefulness to your firm.  
*Charge this committee with evaluating your own project management activities.

*Examine “Best Practices” from your peers.

*Charge each project manager with the task of writing a section.

*Have others review and critique these drafts and revise them accordingly.  
*Most of all, make your project management manual a living document that is constantly        

 
  improved along with your project management operation.   
You will find many items in the APM prototype manual do not completely fit with your approach to project management.  Many modifications may be necessary.  This prototype is targeted toward engineering and architectural organizations and may also have some applicability for owner/client organizations.

The Association for Project Managers received enormous support in the preparation of this manual from Albert Kahn Associates (Detroit, MI) and in particular from Paul Maxwell, Director of Project Management.   APM’s prototype manual was adapted directly from the AKA project management manual.  AKA originally prepared its project management manual in 1998 as part of an ISO certification process.   Albert Kahn Associates and Mr. Maxwell may be reached at 313-202-7818.

This prototype is copyright by the Albert Kahn Associates.  It may not be reproduced in any form, including photocopies, without the written permission of AKA.  One copy is provided free-of-charge to members of APM when they join, with additional copies available to members for $200 each.  Non members may purchase copies for $250 each.  APM may be contacted at 312-664-2300 or email at apminfo.com or hbirnberg@rcn.com
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