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Level 1 – Keys to Success

Build good baseline plans
Conductive effective 

Rolling Wave Planning

Conduct Effective Huddles



❑ Tasks are linked to appropriate predecessors/successors 

❑ Tasks are linked to a common major milestone, directly or indirectly (slack and criticality are known). 

❑ Durations are estimated using CCPM philosophies (focused effort, no individual task buffers).

❑ Summary tasks are assigned to a single owner (Team Captains) (typed in parentheses after the title). If an owner 
is not specified, the owner is assumed to be the same as the parent summary task.

❑ Task types are used appropriately (Meeting Tasks, Shared Tasks, Off-Project, etc.).

❑ Structure is clear with no tasks too deeply buried (typically, not more than three levels) and the plan is easy to 
navigate and for people to find what they need.

❑ The people assigned to the tasks understand the meaning of their tasks. Generally, this requires either a 
collaborative plan-development/review meeting or 1-on-1 discussions.

❑ Resource loading is assessed, and plans/resources are leveled (especially critical and near-critical resources).

❑ Major milestones have appropriately sized buffers and the buffer is used to assess project health.

❑ Templates are used to save people time building and maintaining workstreams and to keep things consistent for 
all consumers of the information.

Level 1 – Build Good Plans 



1st Level
Owner = not specified

2nd Level
Owner = Dan Frame

3rd Level
Owner (inherited) = Dan Frame

3rd Level
Owner = John Derek

1st Level
2nd Level

3rd Level 

Level 1 – Build Good Plans 



❑ #4
Check the Backlog for 
tasks that are queued 

and ready to be started 
– make sure your 

priorities are clear and 
correct.

Level 1 – Conduct Effective Huddles
Keep Active Tasks Up-to-Date

❑ #1 
Accurately reflect the 
status of your active 
tasks and how much 

time was spent. 

❑ #2
Schedule tasks for 

tomorrow to show what 
you plan to work on 

making sure you’re not 
overloaded.

❑ #5
Check the “Close the 
Day” box to indicate 
your tasks are up to 

date!

❑ #3
Make sure the end dates 

of active tasks are 
accurate, including 

Monitor tasks.



Level 1 – Conduct Effective Huddles
Keep Active Tasks Up-to-Date

• Email Notification – Reminder to Close-out the Day and/or if there are Active tasks 
out-of-date.



Level 1 – Conduct Effective Huddles





Level 1 – Conduct Effective Rolling Wave Planning  
Preparation

For the timeframe, t < 0 (today):
❑ Move out-of-date tasks in the plan to the right to when you think they are likely to start (where out-

of-date means the task’s start date is in the past).

For the timeframe, 0 > t ≤ 8 (weeks):
❑ Delete invalid tasks or assign them to the N/A resource to indicate they are no longer applicable.
❑ Create tasks, dependencies, and assign resources for new work/effort.
❑ Add detail to near-term plans; Work task durations ≤ 3 days (does not apply to Monitor tasks)
❑ Review changes/plan with affected resources and make changes as appropriate (improve the plan).
❑ Review resource loading and identify overloads (especially for critical and near-critical resources) and 

be prepared to discuss these with the project manager.
❑ Ensure all tasks are assigned to a resource (no unassigned tasks).
❑ Ensure slack and criticality are known for all tasks (no brown tasks).

For the timeframe, 8 > t ≤ 16 (weeks):
❑ Begin fleshing out placeholder tasks to more detail (outline level).
❑ Assign resources and assess resource loading.



Level 1 – Conduct Effective Rolling Wave Planning

Optimize the near-term plan, assess timeline health, and strategize how to reach milestones earlier.

❑ Review the past week’s progress.

❑ Assess project health using the buffer chart. Identify and capture any reasons for delays.

❑ (Optional) Review the Timeline report to see ‘what changed’ in the past week. 

❑ Assess the critical path for ways to go faster without incurring unnecessary, unacceptable risk. 

❑ Identify new risks and assign risk owners.

❑ Resolve resource overloads (especially for critical and near-critical resources) as needed. 



Performance Measures

• Email Notification - Resource Weekly Summary



Performance Measures

• Are people closing-out the day and preparing for the next huddle?
– Out of Date Active Tasks (OOD in the Calendar)



Performance Measures

• Are people closing-out the day and preparing for the next huddle?
– Out of Date Active Tasks (OOD in the Calendar)



Performance Measures

• Is the Rolling Wave Planning process healthy?
– Out of Date Planned Tasks (OOD in Backlog)



Performance Measures

• Is the Rolling Wave Planning process healthy?
– Out of Date Planned Tasks (OOD in Backlog)



Performance Measures

• Level of Interaction with Playbook


