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HOME MY ACCOUNT  CALLS FOR PROPOSALS  LEADERSHIP NOMINATIONS COMMITTEE APPLICATION

Home  Annual Meeting (2022) - 107th AACRAO Annual Meeting Gallery

Project Management for Registrars and Admissions Officers

Yes, there will be additional presenters for this sessionCommittee: Group VI: Information Technology Project Management for

First Learning Outcome: Project management Registrars and Admissions
Officers

Second Learning Outcome: Change management
Category

Third Learning Outcome: Process improvement Panel

Core Competency: Change Management Description

If you have ever been responsible for
implementing a new service, system,
process, or policy, this session is for
you! The panelists will provide
information on project management
for Registrar and Admissions office
professionals and will cover key
project management principles,
processes, and tools, as well as why
project management skills, are

Proficiency: Records & Academic Services Proficiencies
Intended Audience: General Audience / Intended for Everyone

If you have ever been responsible for implementing a new service, system, process, or policy, this session is for you! The
panelists will provide information on project management for Registrar and Admissions office professionals and will cover
key project management principles, processes, and tools, as well as why project management skills, are needed in our
profession. Additional resources will be provided for those who wish to dig deeper.

Presenter(s): needed in our profession. Additional
resources will be provided for those

Rita Peaster Oklahoma State University who wish to dig deeper.

Aaron Apel University of Wisconsin - Madison submission ID: 18864

Room D133-134LP: 4/4/2022, 04:15
PM - 05:00 PM
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OnlineDegrees ~~  Find your Mew Career  For Enterprise  Forun

coursera ‘ What do youwantto learn:

ﬂ

Browse > Business > Leadership and Management Offered By

This course is part of the Business Value and Project Management Specialization E I I I I N o I S

Project Initiation and Planning

hkkhk 4.8 86ratings | & 98% @ Part of the Master of Business Administration (iMBA) degree

Learn More

Fataneh Taghaboni-Dutta, Ph.D., PMP, CSM, CSPO

Enroll for Free
Financial aid available
Starts Oct 2

8,205 already enrolled

About  Instructors  Syllabus  Reviews  Enrollment Options  FAQ

About this Course Flexible deadlines

25,161 recent views Reset deadlines in accordance

In today's competitive envirenment learning to effectively manage projects is a critical skill. This course will focus on initiating and planning

projects. The course will cover the more traditional linear process, like waterfall approach, as well as the dynamic and iterative approach of Shareable Certificate
agile and hybrid models, so the learners can decide when one approach is more suitable for any of their projects to maximize the chances of a
successful outcome!

Earn a Certificate upon completion

ey 100% online

Start instantly and learn at your ow

=) Course5o0f6inthe
Business Value and Project Management

Specialization
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Nnoaxoabl K YNIPABIEHUIO NPOEKTAMMW

ADKAUN (AGILE) KACKAOHbIW/ «BOOONALO»

* UTEpaTUBHbLIN NOAX0A * IMHEWHAas rnocrnenoBaTernbHOCTb
* HENPEPbIBHbIE PENN3LI * NO3TANHOE BHEAPEHNE HOBLLECTB
* NOCTOAHHaA obpaboTka * YOPsSiAOYEHHbIE OENCTBUSA U

obpaTHOW cBA3M KOMMYHUKaLNK
v’ Ans GbICTPbIX peLLIeHn v/ IpouEecc NPUCBOEHNS CTEMEHN
v' ana paspabotkm MO v popabotka nnargpopmbl OP

v paspaboTka JOKYMEHTOB
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[MpoeKT - BpeMeHHoe ycunue, npeanpuHaToe Afs CoO3aaHns YHUKanbHOro \‘
npoaykTa, ycnyrn unun pesynsrata. B npoekTte Bcerga ectb Lenb,
BPEMS U YYACTHUKM.

YnpaBneHue npoeKkTamMm - 3HaHMe TOro, Kak obecneynTb pesynbraThl,
KoTopble xo4eT coTpyaHnk OP, B cpok 1 B pamkax broaxera.

CotpyaHuk OP, KoTopbin ynpaBnseT NPoOeKTOM, OTBEYAET 3a pa3pabdoTky
nfiaHa Toro, Kak 1 Korga 4YTo-To Aenatb, U OH(a) AOIKeEH
npeaBnaeTb nNpobrnembl U BbI30BbI U onepeXxaTb UX.

YyacTHUK npoekTa - Ntobon, KTo Kakum-nmbo obpas3om KacaeTcs npoekra
(cotpyaHuk OP, cTyaeHT, npodeccop, coTpyaHuk AT
nenaptamMmeHTa, aaMUH COTPYOHUK YyHMBEpcuTeTa U T.4.)
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PA3PABOTKA ‘/

NMPUNOXEHWA K AUMTIOMY KAK NMPOEKT e

- BDEMEHHOE ycunue, NpeanpuHAaToe Ans co3gaHus NpUIoXKeHNsa K AUNIIoMy.
B aToM npoekTe ecTb Uerb, BpeMs U Y4aCTHUKN.

CRICIGE  s.monday.. £ ClickUp ﬂ E.)C(rzseoflt
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H :
DAAN NABHAA BCTABKA PASMETKA CTPAHWLbI COPMY b AAHHBIE PELLEH3WMPOBAHWE BMa ACROBAT

Mown 3ameTKn.
Kypc MHnunmpoBaHme n nnaHnpoBaHWe npoekta oT YHuBepcuteTta nnmHomnca

B42 - J‘_\- L4 Introduction of DS in the OR system in 2022-2023 academic year
A B C D E
1 |Diploma Supplement Project Management
2 |Phase 1. Project Initiation
3
4 |Business case OR needs to develop the form of DS and process of DS issuance
5 |Project Charter vision of project A diploma supplement is a must-have doc under Bologna process, NU has not developed the form of
6 sponsar NU, Committee
risks Lack of qualification in design,

7 IT team is understaffed, they can push the deadlines back

1. WG meetings to develeop a form,

2. Pilot DSs,

3. Technical task for IT to introduce DS issuance in the OR system,

major milestones " o 1ol fill in their fields.

5. Testing,
8 6. DS issuance via OR system
9 definition of success by Graduation-2023: Bachelors receive their DSs automatically, Masters and PhD - by request
10 budget none
11 role of PM team communications among stakeholders, a secretary of WG and Committee, contact person for develop
12
13 Stakeholders Alumni receive DSs by request
14 Graduating students receive DSs automacally/by request
15 IT team introduces DS in the OR system
16 Working Group developes the form
17 AC approves the form
18 Schools fill in their fields for DS in the system
19 OR, SSU issues DSs
20 OR, Data Unit fill in OR fields for DS in the system
21 Marketing, DDS Form development advisors
22
23 | Scope Obijective OR needs to develop a DS form by Graduation 2022 and to issue it automatically to NU gaduates by |
24 Deliverables there is a DS form introduced in the OR system
25 Limits and exclusions gathering data for Schools' fields by OR
26 Target audience graduates entering Eurpean universities
27
28 | Project Priorities Triple constraints: schedule, budget, scope constr
29 schedule

cost
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OAVAN TNABHAA BCTABKA PA3METKA CTPAHWLLEI COPMYIEI JAHHBIE PELLEH3MPOBAHIWE B4 ACROBAT
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Diploma Supplement Project Management (1) - Excel
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1 |Diploma Supplement Project Management
2 |Phase 1. Project Initiation

3
4 | Kelic OFP Heobxodumo pazpabomame ghopmMy NPUACKEeHUA K dunnoMy u npoyedypy e2o ekiiycKka
5 | ¥cmae npoexkma BUOEHELE M0 - 370 00A3aTENLHEIA QOKYMEHT COrmacHo bonoHckomy npoueccy
6 CNoHCop HY, AC

HepocTtaTok HAaBLIKOE B Qu3aiHe

PUCKN Y MT KomaHab! ecTb Npobnemeb! ¢ HARMOM NepcoaHana, OHU MOryT

7 OTOABMIaTk CPOKM

1. Bctpeun paboydeit rpynnkl No pa3paboTke hopMbl,

2 MunotHere MO,

3. Texnnyeckoe 3aganue ana T no BHeapeHnio Belgaun 311 B cucteme

ocHoBHble pybexu  OP,

4. llkonkl 3aN0NHAKT CBOK NONA,

5. TecTupoBaHue,
8 6. Belgava N[, 4epes cuctemy OP
9 onpefeneHre ycnexa K BeINyCKHOW Lepemonun 2023 roga: bakanaspel nonyyatoT 1] aBToMaTn4eckn, MarncTpel M AOKTOPa - N0 3anpocy
10 brooxet HET

POk NPOSKTHOTO
11 MeHexepa KOMMYHUKaLMI CPeiM Y4aCTHWKOR, CekpeTapk paboudel rpynnkl, KOHTaKTHOE Nuuo anA paspaboTkn T3 ana Beinycka ML
12
13 | YyacmHuku BhInyCKHUKN nonyyaroT [ no 3anpocy
14 BuinyckHuKW 3TOro roga nonyyaroT ML aBToMaTUYeCKK W NO 3anpocy
15 T komaHaa ernovaeT N[ B cuctemy OP MyRegistrar
16 Paboyan rpynna paspabaTeiBaeT chopmy N[
17 AC yTeepxaaeT dopmy M0
18 Wkonsl 3anoNHAKT AaHHble anA MN[0 e cucteme
OP, oTaen NoaaepHy9
15 CTYAEHTOR BeinyckaeT N[
OP, otaen no pabote ¢
20 [aHHbBIMK 3anonHAKT AdaHHele anA N0 e cucteme
MapKeTuHr,

[enapTameHT no
IOKyMeHToo0opoTy  AEnATCA coBeTami no paspaboTke opmel

Mactuabbi Llenu OP Heobxoaumo paspaboTatk [1[1 K Beinycky 2022 roa W BeINYCKaTL WX aBTOMATUYECKK K BeINycky 2023 rona
Peaynetat ®dopma N[ BkNKOYeHa B cuctemy OP
OrpaHnyeHnsa CBop aanHex co LWkon anA cuctemel OP

Llenesaa ayautopusa  BbINyckHUKK, KOTOPbIE NOCTYNAKT B eBponeickie yHUBepCUTeTbI




PASPABOTKA \
NMPUNOXEHWUA K AUMJIOMY KAK MPOEKT

1 Diploma Supplement Project Management
2 |Phase 1. Project Initiation
3
4 |Kelic OF Heobxodumo paspabomames chopmMy NpURoKeRUA K Gunnomy u npoyedypy €20 abifnyckKa
5 ¥Ycmae npoexkma BHOEHLE M - 370 obA3aTENEHEIA AOKYMEHT cormacHo bonoHcKomy npoleccy
B CNoHCOop HY, AC

HepnocTaToK HABLIKOB B AM3aiHe

PUCKK Y MT KomaHak! ecTe Npobnemel ¢ HARMOM NepcoaHana, OHW MoryT

7 OTOABWraTe CPOKM

1. Bctpeun paboyei rpynnkl no pa3spaboTie dopMel,

2. MMunoThele NN,

3. Texnuyeckoe 3anaHue anA T no eHeapeHno Belgayn 311 B cucTeme

OCHOBHLIE pybexn  OP,

4_ |konk! 3anonHAKT CBOMW NonA,

5. TecTUpoBaHue,
8 6. Beinayva N[ yepes cuctemy OP
9 onpefeneHue yenexa K BeINyCKHOWN uepemonun 2023 rona: bakanaepel nonyyawT [N]] aBToOMaTHYeCKW, MArucTpel M OKTOPA - NO 3anpocy
10 Domxer HeT

PONk NMPOEKTHOTO

11 MeHemxepa KOMMYHWUKALWK COeOW YHaCTHWKOB, CekpeTapb paboyeli rpynnkl, KOHTAKTHOE Nuo AnA paspabotkn T3 anA Beinycka M
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PASPABOTKA
NMPUNOXEHWA K AUMTIOMY KAK NMPOEKT e

13  Vuyacmuuku BeinycKHUKK nonydatoT N[ no 3anpocy
14 BeinyckHukM 3Toro roga nonyyawT N[ aBToMaTHYeckn 1 No 3anpocy
15 T komaHna eBrntovaeT N1 B cuctenmy OF MyRegistrar
16 Paboyan rpynna pa3spabatwiBaet coopmy N[
17 AC yTEepHaaeT dopmy 11
18 LIKonkl 3anonHAKT aHHele anA [N B cucTeme

OP, oToen noaaepHkn
19 CTYIIEHTOB BhinyckaeT ][]

OF, otaen no paboTe ¢
20 IAHHEIMM 3ANONHAKT OaHHele anA N[ B cucteme

MapkeTuHr,
[enapTameHT nNo

21 NOKyMeHTO0DOopOTY  OenATCA COBeTamu no pa3spaboTke hopMel
22
23 | Macuabsi Llenu OP Heobxogumo paspabotate [ Kk Beinycky 2022 rofa W BeINYCKATE WX aBTOMAaTHYECKK K BeInycky 2023 rona
24 | Peaynetar dopma N[ BEkNtoYeHa B cuctemy OP
25 OrpaHu4eH1A CBop naHHeX co Wkon gnAa cuctemsl OF
26 Lleneeas ayautopua  BhINYCKHWKW, KOTODEIE NOCTYNAKT B €BpONeHCKe YHUBEPCUTETEI
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Diploma Supplement Project Management
Phase 2: Planning

Kick off meeting
Project presentation
Plan
Responsibilities
Expectations
Team agreement
Team Charter (direction and responsibilities)
Include interactive activities

Communication Plannir goal is to ensure stakeholders are engaged
status repor an effective update=keep it short

audience, immediate needs
when, how, milestones
who issues encountered

budget

Responsibilities Matrix

RACI responsible
accountable
consulted
informed

Risk planning

uncertain event that may have a positive or negative effect on the project

sources of risk
mission creep

unexpected events
ime slippage problem
people problem
Brainstorming:
1. identify the risk
2. Consequences of the risk
3. Can it be anticipated? How to recognize?
4 What to do?
FMEA: Failure Mode and Effect Analysis
Risk value from 1to 10
Probability from 1to 10
Detection from 11to 10
Peasnnnea  Aunid

Phase 1 RUS 1 Phase 2 PYC 2

PELIEH3WPOBAHWE  BWA ~ ACROBAT Darina Ki
= - o " F— . . e Do =2 > Astocymma - A
5 Mepenecri reker OByt ’;‘J OBbiuHbIA HeiiTpanbHbiii  Tnoxoi == ;7( 1% Zanonsus- ﬂY
OBBEAMHITE 1 NOMECTUTS 5 LiHTPE ~ [CA T T YcnoeHoe Qopmatposats | XOpOLKIA Beopg, | |B|,|nog Bcrasute Yganute Gopmar o Coptuposka
dopmaTipoBaHne *  kak Tabauuy - - - - — WHUCTUTE ™ W GUAETE ~ BbI
EripaBHWEaHWE ] Yuecno ] CTinn Aueiikn PepakTupogaHne
G H 1 J K L M ‘
OTYETHI ayguTopusa Korga Kak KTO
cmamyc Paboyan rpynna, MT KomaHaa | nocne Kaxaon BTCpeYm email HapuHa
pybex JkcnepTel Bologna Hub HOABPL, anpens Zoom HapuHa
ymeepxdeHue AC Mai 3acenaHue AC HapuHa
PO PabGoyvan rpynna AC M IT MapkeTtuur, 00 OR data
dusaliH NMOANEPKMBAIOLLMIA KOHCYNLTAHT OTBETCTBEHHbIN - C ONA MHPOPMALL
ymsepxdeHue ONA MHPOPMALIMIA OTBETCTBEHHbIA | OTBETCTBEHHbIN - ONA MHPOPMALIMIA -
nunom an - OTBETCTBEHHbIN - - ONA MHPOPMALL
gKMoYyeHue 8 cucmemy OP - - OTBETCTBEHHBIA | OTBETCTBEHHLIN - MOANERPKWMBAIOU
asmomamuyeckul esinycK - - OTBETCTBEHHBIA | OTBETCTBEHHLIN - -
PUCKHW OTBeTt OueHka BepoATHOCTb PacnosHaBaHue
AC moxeT He yTBepauTs M CeA3aTkcA C cekpeTapem AC
DbICTpO nopaHsLue 8 5 CnoxHo
YTBepHASHHEIR AN3aiH AnA YTBepa TE TOMNBKO KOHTEHT UM
NUNaTa MOKET MIMEHUTECA CHoBa BbiHecTH Ha AC 3 4 Nerko
AC moxeT yTBepauTe MN[0 nocne Pacnevatatk v pa3nate N[
BLINYCKHOW LlepeMOHMK nocne LuepemMoHum 8 3 CnoxHo




PASPABOTKA
NMPUNOXEHWUA K AUMJIOMY KAK MPOEKT

—

OTYETHI ayauTopuUA Korga Kak KTO
cimamyc Paboyagn rpynna, MIT komadaa | nocne Kamnon BTCpeYm email [lapwHa
pybex J¥kcneptsl Bologna Hub HOADPL, anpens Zoom [apwuHa
ymeaepxoeHue AC Man 3acenadwe AC [lapwuHa
POIA PaGo4as rpynna AC nm IT MapketuHr, 400 OR d
du3zaliH NOAAEPYMBALLMIA KOHCYINBTAHT OTBETCTBEHHbLIN - C ONd MHeD
ymeepxdeHie ONnd MHeOPMALLMIA OTBETCTBEHHbLIA | OTBETCTBEHHbLIN - Ond MHeOPMALLMIA -
nunom an - OTBETCTBEHHbLIN - - ONd MHeD
gKrroveHue e cucmemy OP - - OTBETCTBEHHbLIV | OTBETCTBEHHGLIN - MOANEPHI/
asmomMamudeckiill 86INYCK - - OTBETCTBEHHLIV | OTBETCTBEHHEIN - -
PUCKWH OTeeT OueHka BepoATHOCTBL PacnosHaBaHue
AC moxeT He yTBepauTs N[ CenA3aTteCA C cekpetapem AC
DLICTPO nopaHslle 8 4] CNoMHO
YTBep#aeHHkIR au3aiH anA YTBEepaMTE TONLKO KOHTEHT WNu
NUNoTa MOMET M3MEHUTLCH CHoBa BelHeCTM Ha AC 3 4 [lerko
AC moxet yteepauTs [1[] nocne Pacnevatats u pasgates [
BbINYCKHOW LIEPEMOHUK nocne LepemoHum 8 3 CNoMHO
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Pa6ouas rpynna

ObcymcdeHue
KoHMeHma u
du3zaliHa

PASPABOTKA
NMPUNOXEHWUA K AUMJIOMY KAK MPOEKT

~ Pa3paboTka — TecTnpoBaHue

Lee
KOHCynsmayuu 8
pamkax npoekma
Bologna Hub Peer

Support ona
YneHos
Esponelickoli
accoyuayuu
yHUsepcumemos

N3rotoBneHue

AkagemMmunyeckum
CoBet

YmeepicOeHue
KOHMeHma u
ousaliHa

lMeyameo nepeabix
¢opm 015 60
8bIMYCKHUKO8

= il
S

PaspaboTka
Moayns

BknaroyeHue
moO0ynA 8
naamgopmy
Ocpuca
Peaucmpamopa
(komaHOa UT
nodoepiKu)

U3rotoBneHue

Mo 3anpocy — 04
PAHHUX 8bIMYCKO8.
Mo ymon4yaHuro —
0nsa bauxaliweeo
8bINycKa u dasnee
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BbiBOAb N

3HaHns 06 ocHoBax ynpaBreHns NPOeKTaMm NOMoratorT:
* MOHATb 3aa4y NPOEKTAa, Q
‘@ * 32]aTb PaMK/ NPOEKTY,
* CNNaHnpoBaTb KOMMYHUKaLINMK, SIE%
= * OLIEHWNTb NPOrpPecc NpPoeKTa.
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B T|mel|nefordegreeconferral -June 2022 il e I E - m
FpachK MOArOTOBKM K prquvno ,EI,I/II'IJ'IOMOB B Google Sheet

Al

1 STATUS = RESPONSIBLE SUPPORTED BY CONTACT

In September:
- Change of na
- deadline 30 |(
- My Profile: op
change their in
Reminder: It is
responsibility/ir
Complete Dimash, Ainur -- Students |This name will
Check refernce

Reject requests for change of name from

2 1 |Personal info update April 20 graduating students

By request:
- Graduating st

Include this infc
graduating stuc

USM,
32 Se_nd_ amemo to USM about April 25 Indicate deadline - 5 June Complete Darina -- Printing
printing diplomas house

REMOVE.
June

Meeting, Email
graduating stut
send a manual
students (Rozz
Foreign studen
name+Middle r
diplomas
Include OR tea
January: first li:
May: review

Raw list of graduating

students to CAC April 25 previous cohorts + June 2022 Complete Darina - --

htips://docs.google.com/spreadsheets/d/1
April 21-May 20 | YWXH8mRX2re3l2e\VVWDPFL2dakz5GW Complete Darina Olzhas, Dimash, Saltanat
4l/edit#gid=239129821

Name checking for Diploma +
Dative

+ = Timeline 4 Dative ~ 16 Draft email ~ 19 Honors designation ~ 23 Report to Schools ~ 31 Big covers to Schools ~ 45 N » Explore

VIl ExxerogHas BcTpeyva OcdumcoB peructpartopa 2022 r.




[lononHeHue

« [1Ns1 3anonHeHnst NPUNOXEHNS Y AUMINOMY S UICMNONb3YH0

doyHkuuo cnmaHmna B MS Word, koTopada Ha3blBaeTco
[TOYTOBAA PACCDBIJIKA.
I s

Jokynent]
OAAN rMABHAR BCTABKA QN3AAH PAIMETKA CTPAHIALLE CCBIK HELIEHZPOBAHIE ElA ACROBAT
= Mpaeuna
= g o & |
= L]
. B il ) Mogbop nonei Haiiti nc
KoHeepTel Haknelfikn HauaTte Boibpate  MameHwnTe cinco Bolgenute  bBnos Crpoka  BcTaewTe none - ) MpocmoTpeTs
CNMAHWE ™ NOAyYaTEned *  nosaydaTensi NOAA CIWAHWA B4PECE NPWBETCTBMA  CAWAHWA UBHOBUTE HaKIENKN pESYNETATE MNownck oL
Co3aate B Mucema CocTagneHWe A0KYMEHTE M BCTAEKA Nonel MpocMoTp pesyneTaT
L 21 CooBlieHna 3NEKTPOHHOR NoOYTHI i : ! g 1 2 2 - 2 & 7
r E]l KoneepTel..
'-_'D Haknefkn...
B Karanor
ChIMHBIA gokymenT Wore
[%] Dowaroskii mactep cAMAHKA...
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Vil eXxerogHasi BcTpeya

OducoB permcrparopa

ACTAHA, KASAXCTAH

Cnacu6o 3a BHumaHue!
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VIl eXxerogHasa BCTpe4ya
OducoB permcrparopa

ACTAHA, KA3SAXCTAH
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