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Mary
Welcome to 1.5 HMIS project management and annual calendar of expectations. I’m Mary Schwartz from Abt Associates and with me today is Heather Dillashaw of ICF. Heather and I will be leading you through developing a project plan based upon your typical HMIS Admin/Lead year-in-the-life


Learning Objectives

Learn how to:

Distinguish project management from other kinds of management
ldentify HMIS Lead responsibilities as an annual task list (by category)
Prioritize HMIS Lead responsibilities according to time of year
Develop a more stable, predictable, and efficient HMIS Administration

environment
Use the HMIS Lead Standards and other published tools to your advantage
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The learning objectives today are:
Distinguish project management from other kinds of management
Identify HMIS Lead responsibilities as an annual task list (by category)
Prioritize HMIS Lead responsibilities according to time of year
Develop a more stable, predictable, and efficient HMIS Administration environment
Use the HMIS Lead Standards and Lead Monitoring tool to your advantage



Project Management vs. Other Management

All management concerned with:
+ Planning

+ Executing

+/ Monitoring

+ Controlling

Project management has two distinct features:
+ Finite time frame (temporary)
+ Unique, one-time product/service/result
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Mary
Management - planning, executing, monitoring, controlling

Project management - finite timeframe and unique, one time product/service with a specific end goal


Project Management for HMIS Leads

e Reporting deadlines become your “projects”

e Contract and monitoring dates, hiring deadlines, training events can all be
“projects” as well

* Apply the principles of project management to each deadline

On time
On buget
Within scope

Treat each project with care, specificity, and oversight
Define! Define! Define!
Who? What? When? Where? How? Why?

VV ® VVY
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Read the slide


A Year in the Life: Reporting & Funding

PIT/ HIC/
SPM

CoC

Local Fiscal
Year-End
Reporting

Federal Fiscal
Year-End
Reporting

LSA

Federal
Partner
Competition

CoC
Competition

LSA

Calendar
Year-End
Reporting

DST & HMIS
Rpt Updates

DST & Rept
Roll Out

Gear up for
PIT/HIC/SPM
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Each of these next four slides are different categories of tasks, lined up on quarterly progression throughout the year. You put a task in a month/quarter when you know it’s about due at that time. Red is Reporting and Funding.


A Year in the Life: Meetings

Local shelter
meetings

Quarterly
SA Call governance NHSDC
meetings

Board retreats
SA Call & Strategic NAEH
Planning

Annual Agency

SA Call )
meetings

NHSDC
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Green is meetings. Examples are given on the slide.


A Year in the Life: Trainings

m New user Refresher Security
m New user Refresher Security
m New user Refresher Security
E New user Refresher Security
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Blue is trainings - examples given. Ask the audience for more examples.


A Year in the Life: Contracts/Monitoring

90 day renewal
process

Vendor contract

LS 90 day renewal
Lead/Governance y
process
contract
HMIS Agency 30 day renewal
Agreements process
HMIS End User
Agreements — End user
renew/clean survey/satisfaction

accounts 8
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Purple is contracts/monitoring. Examples are given. Ask the audience for more.
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This was a free download from the internet - the year by month and date color coded. We’re going to pass them out so you can follow along.
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Start plugging in your colors from your task list - again, red is reporting, etc.
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Dark shades indicate “due dates” and lighter shades indicate days prior to due dates needed to get to due dates (to do the actual work)
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An overwhelming combination of tasks and due dates by category - but helps get a sense of the “hot times” in a year and when you might need to temporarily staff up or re-prioritize other non-essential activities.
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Tips and Tools for Success

* Proactive vs Reactive

e How to handle competing priorities

e Communication

* Transparency

e Managing staff

e Delegate!

e Using Technology to manage yourself, your teams, your tasks

When does technology end and the human begin and vice versa?
May be vendor-specific
Audience Tips & Tricks

15
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Tips and tools for success - some examples. As the audience for more. Don’t be vendor specific, but there are tools/technology available to help, too.

Knowing your upcoming deadline helps you be reasonable in responding to ad hoc requests

Competing Priorities –Communication & Transparency – Communicating clearly both your ongoing requirements and the outcomes of them helps both address
Staffing & Managing staff (the SME doesn’t have to be the only one doing it)
delegate

MS Project
Smartsheet
Trello
Zendesk
Loom
JIRA
Asana
TechSoup
Basecamp



Community Example: Colorado Springs/El Paso County CoC

16
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Community example of online calendar for training opportunities


Community Example: Washington Balance of State CoC

17
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Another example of online opportunity


Investments in Training

e Initial investments in training pays dividends in time, resources, and data
quality

e Use feedback loops (reports, surveys, score cards, and dashboards) to
identify training needs and target high-value areas

e Fires are put out, freeing up your time for strategic work

18
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1-2-4-All Challenge

e What is your data/reporting, funding, meeting and contracting schedule?
e What are regular activities you are a part of or participate in?
* Do you have predictable busy periods/slow periods? Why?

Challenge!
 Alone — write down your calendar of events each year — predictable,
challenging, resource-intensive

e Report out to the whole group: what are some important events you
identified?

19
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Group activity explained on the slide.


Evaluate This Session on Your Conference App!

(It takes 5 minutes to complete)

1) Select “Agenda” 2) Select the name 3) Select the blue 4) Complete the
from the of the session. “Evaluate This Evaluation and
navigation menu. Session”. Select “Finish”.

= pu— /

TIP:
Turn your phone horizontally to see rating options. 20
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Talking Points:

We reserved the last 10 minutes of the session for you to complete a session evaluation
Please take time to complete this, as the information will help us refine these sessions for future trainings!
We encourage everyone to use the Conference app to complete the evaluation
The evaluation should only take 5 minutes to complete


HUD Certificate-of-Completion

Reminder: HUD is offering a Certificate-of-Completion for
completing at least 4 sessions within either track:

1) HMIS Fundamentals Track
2) System Planning with Data Track

To earn credit for completion of this session, please
complete the evaluation on the conference app and include

contact details when prompted
21
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Talking Points:

HUD is offering a Certificate-of-Completion for individuals that attend short topic tracks on either HMIS Fundamentals or System Planning with Data. The attendee will need to complete a minimum of four sessions.

Providing this certificate of completion is one way to boost professionalism in the field.
Be sure to complete the evaluation for this session in the app in order to receive credit for attending the session! 

PRESENTERS – ONLY INCLUDE THIS SLIDE IN YOUR SLIDE DECK IF YOUR PRESENTATION IS LISTED IN ONE OF THE TRACKS ON THE NEXT SLIDE




Contact Us

e Mary Schwartz@abtassoc.com
e Heather.Dillashaw@icf.com

22
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