
Complete Job

Manage Job 

Quality and 

Financials

Set Up Job
Propose and Sell 

Work

• HR / Staffing

• Admin / Equipment

• Financial / Job 

charge set-up

• Final billing

• Admin / 

Equipment

• Late charges

• Needs 

Assessment 

• Client and 

opportunity 

management

• Attend Leadership 

team meetings

• Complete proposal / 

approach doc

• Identify quality 

measures

• Create contracts / 

arrangements

• Schedule and 

conduct periodic 

quality reviews

• Ensure accurate 

and timely billing

Key Activities

Set Up Project
Identify 

Opportunity

• HR / Staffing

• Admin / Equipment

• Financial / Project 

charge set-up

ENGAGEMENT ENABLEMENT TASKS

ENGAGEMENT ENABLEMENT TASKS

team meetings

• Client initiated 

RFPs

• Resources Lead 

Database

• Management 

Reports

Key Tools

• Proposal / approach 

templates

• Contract / 

Arrangement 

templates

• Pricing models

• Resource request 

forms 

• Staffing database

• Consultant CVs

• Equipment inventory  • Quality Database 

and forms

• Timesheet system

• Job summary 

reports

• Billing templates 

and invoicing 

requirements

•

•

Subject Matter Contacts

•

•

•

•

•

•

•

•

• Resource request 

forms 

• Staffing database / 

resource 

management tools

•

•



Plan and Assess

Design

Deliver

• Create and Orient Core Team

• Obtain and Review Key 

Materials 

• Create Approach 

• Schedule and conduct meetings 

with key stakeholders 

• Revise / Create Deliverables

• Implement deliverables

TYPICAL ENGAGEMENT PHASES

TYPICAL ENGAGEMENT PHASES

• Create Approach 

• Create Workplan

• Communicate Objectives

• Revise / Create Deliverables

• Create Communications

• Schedule Delivery

• Communications

• Change Training

• Train the trainer


