
          

Term Meaning 

Agile Iterative method of building or designing a product. 

Each iteration is reviewed by the project team after 

completion allowing people to respond to issues as 

they arise. 

Assumptions Factors about the project that are considered to be 

true but may not be. Wrong assumptions can get  you 

into a lot of trouble. 

Activities Specific actions to be performed to produce the 

project deliverables. Activities may be referred to as 

tasks 

Baseline The original estimates for schedule and cost and 

scope used to measure the performance of a project 

Best practices Generally accepted standards for approaching a 

specific project methodology, task or build. Delivers 

superior results 

Budget The estimated cost of completing the project. Or the 

money allocated to the project 

Business Case The justification or motivation for implementing a 

project showing the strategic or financial benefits. 

Usually in a structured document. 

Business Requirements The needs of the business that the project will seek to 

fulfil. Often set out in  a Business Requirements 

Specification 

Business Requirements 

Specification 

Document setting out the business requirements for a 

project. Will often describe the context, purpose, 

background, risks and benefits. 

CAPEX Capital expenditure. In the project context often 

refers to money spent by the company to acquire 

assets or add infrastructure which will have benefit 

beyond the current year. 

Change control A process to ensure changes to the project are 

identified, documented and controlled. 

Cost Benefit Analysis Often used in a Business Case to compare the cost of 

the project to the financial benefits it produces 

Constraints Factors that cannot be changed that will determine 

the outcome of the project. Eg budgets, existing 

systems, resources or environmental factors 



          

Critical Path The sequence of tasks required for successful  project 

completion. Each task has a duration and 

dependencies on tasks before and after it.   

Deliverable A project task or item of work that needs to be 

delivered 

Dependency Something that may affect the outcome of a project. 

They may include environmental factors, resource 

availability, material shortages, other projects, budget 

delays or technical dependencies. 

Duration The length of time needed to complete an activity. 

Effort The amount of work units required to complete the 

activity. Effort may also be referred to as staff-hours, 

days, or weeks 

End user The person or group who will use the product 

produced by the project. They often do End User 

Testing 

Fixed Cost A cost that stays constant despite changes in other 

project variables. Eg the cost of a server 

Functional Requirements The requirements that describe the specifics of how 

the end user must interact with the product 

Functional Requirements 

Specification 

Document setting out the functional requirements for 

a project product. Will often describe specific steps or 

User Stories for each functional feature 

Gantt Chart A horizontal bar chart that shows the scheduled and 

completed project tasks with durations and dates. An 

important tool to show progress vs. time 

Governance The set of policies and processes that determine how 

a project will be managed inside a particular 

organisation 

Integration How all the elements of the project will fit together. In 

software development this may include the interface, 

database, hardware and security application for 

example 

Issue Something that may impact the project negatively 

and needs to be resolved. Often used as a term for a 

bug in software testing 

Kickoff Meeting 

The first meeting with the client to determine the 

scope and context of the project 



          

Lessons Learned A review of what was learned during the project and 

can be retained by the organisation for future 

reference 

Lag The amount of time after one task is started or finished 

before the next task can be started or finished. 

Milestone A specific point on a project timeline which may be 

the end of a phase, a review point or budget check. 

Milestones are important for checking the progress of 

the project 

Methodology A specific project management approach with its 

own set of rules and processes. Agile, Waterfall, Scrum 

and Prince 2 are common examples 

Output The finished product or end result of a process 

Phase A part of a project lifecycle. Generally there are 4 

phases - initiation, planning, execution and closure 

Predecessor An activity that needs to be completed before the 

current activity on the schedule 

Program A group of projects that are managed together 

Project A collaborative exercise with structured sequence of 

tasks designed with a specific end goal in mind. 

Project Charter Defines the project objectives, identifies the main 

stakeholders, and sets out the business needs, context 

and purpose of the project 

Project Life Cycle Generally follows 4 phases - initiation, planning, 

execution and closure. Other phases my be included 

at the beginning like feasibility, or at the end like 

handover and post-project evaluation 

Project Manager The person responsible for the planning and 

execution of a project. 

Proof of Concept A small exercise to test a specific design idea or 

assumption 

Prototype A version of the real system or product used to test 

out its features 

PMBOK A Guide to the Project Management Body of 

Knowledge is a book which presents a set of standard 

terminology and guidelines for project management. 



          

Prince 2 A methodology that focuses on dividing a project up 

into manageable phases. It has a product-based 

planning approach and emphasises business 

justification. 

Quality Assurance The evaluation of overall project outputs to ensure 

they meet quality standards required by the 

organisation 

RACI Chart A matrix of project decisions or activities with names 

of people who are responsible, accountable, 

consulted or informed  

Resources Often used to refer to project staff but can include 

money or physical resources like hardware or building 

materials 

Return on Investment (ROI) The value of the outcomes compared to the money 

and resources invested in the project 

Risk An event or variable that can have negative 

consequences for the outcome of the project. 

Common risks are poor stakeholder support, budget 

constraints, technology challenges and scope creep. 

Scope The goals and objectives of the project including a 

description of the features or products to be built. 

Can include what is not to be built. 

Scope Creep The adding of new features or requirements while the 

project is in progress.  

Scrum An iterative agile software development 

methodology that emphasises decision making 

based on results and working in short cadences of a 

week or two. 

Stakeholder An individual or group that has an interest in the 

projects. General refers to clients, executives, end 

users or sponsors. 

Use Case A written description of how a user will perform a task 

on a system. Derived from Unified Modelling 

Language (UML), use cases are written using Actors, 

Preconditions, Triggers and Success Scenarios 

Work Breakdown Structure Divides the project into phases, deliverables and work 

packages. Larger projects can have a few levels in 

the structure. The work breakdown structure should 

contain descriptions of each task, product or feature 

to be built. 

 


