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PROJECT MANAGEMENT OVERVIEW 

 
INTRODUCTION 

The document was abbreviated and provides a general Project 
Management Methodology, based on MST’s understanding of the provision 
of Project Management and Engineering Design services, specifically for 
large security projects. 

For more information, please contact us. 

PROJECT MANAGEMENT GENERAL  

The initiation and planning phases of a project’s life cycle are critically 
important to the successful execution of projects. Sound governance and 
support are pivotal to achieving project objectives, coupled with 
monitoring, control and organisational competencies in project 
management. 

Mustek has recognised project management as a discipline in its own right, 
equivalent to the core engineering skills upon which our company prides 
itself. To this end, we’ve introduced a focused PMI, PMP career 
development programme for our engineers, while our project 
management methodology follows the revised PMBOK Guidelines, 
providing engineers with defined guidelines through best industry 
practice.  
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To ensure optimal project delivery, sound project management resources, 
processes and practices are complemented by integrated information 
systems, which facilitate project processes, manage project information, 
ensure effective communications and collaboration, and support effective 
decision making. A comprehensive stand-along project systems 
environment, tailored from the typical Mustek project systems 
architecture support our project teams. 

Project Server General  

To manage a project, the work is focused on integration and 
communication management utilising the Mustek “Project Server” 
methodology. The methodology utilises Microsoft Project Professional 
with Project Web Application (PWA) that enables a dedicated project 
layout to be created for the entire project with remote access and access 
control within the application to facilitate a uniform reporting method for 
all areas of the project. 

Mustek Project Professional facilitates the following: 

 Get more out of available information Make better-informed 
decisions through centralised access to information and improved 
ability to locate relevant content; implement comprehensive control 
over the storage, security, distribution, reuse, and management of 
documents and other electronic content such as Web pages, PDF files, 
and e-mail messages; submit work from collaborative sites to Servers 
by using tools that simplify content reuse and publishing; simplify 
management of multilingual content through document library 
templates designed to maintain a relationship between original and 
translated versions of documents; use slide libraries as an easy way 
to share and reuse. 

 Streamline the business processes Accelerate internal and 
external shared business processes, share business information 
within and outside of your organization; make business process 
initiation, participation, tracking, and reporting easy and flexible by 
providing a simple, consistent user experience through familiar client 
applications; optimize the way people, content, and processes 
interact within and across organizations. 
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 Simplify the way people work together Simplify content reuse 
and information repurposing; take advantage of workflows to 
automate and gain more visibility into common business activities 
such as document review and approval, issue tracking, and signature 
collection; focus on strategic, value-added tasks instead of redundant 
activities; improve and extend team collaboration; enhance your 
relationships with customers, partners, and suppliers by making 
forms-based business processes easily accessible to them, even if 
they haven’t installed client software; have customized document 
management policies enable item-level access rights, retention 
periods, expiration actions, and document-auditing settings; see how 
policy integration with familiar client applications makes compliance 
transparent and easy for employees. 

Content Management 

The scope of the term “content management” has expanded dramatically 
with the new generation of Office SharePoint Server.  

Now, virtually any content that an organization wishes to publish on an 
intranet, extranet, or Website — whether that content be individual 
documents, Webpages, forms or documents, or records with strict 
regulatory requirements — can be fully managed within the Office 
SharePoint Server architecture. 

The content management capabilities in Office SharePoint Server fall into 
three main categories: document management, records management, 
and web content management. 

 Document Management capabilities have been a fundamental part 
of Windows SharePoint Services from its original inception. The latest 
generation of this technology, Windows SharePoint and Office 365 
provides a host of enhancements to this document management, 
including the ability to check out documents locally, offline document 
library support in Outlook, major and minor version numbering and 
tracking, support for multiple content types, policy enhancements, 
workflow integration, and tree view support.  

 Configurable workflow templates In many organizations, the 
ability to create and configure workflows that support governance 
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processes is essential. Office SharePoint includes user-configurable 
workflow templates that can guide review and approval processes. 
The included workflows are: 
 Approval: Routes a document for approval. Approvers can 

approve or reject the document, reassign the approval task, or 

reject changes to the document. 

 Collect feedback: Routes a document for review. Reviewers can 

provide feedback, which is compiled and sent to the document 

owner when the workflow is completed. 

 Collect signatures: Gathers signatures needed to complete a 

Microsoft Office document (started from within an Office client 

application). 

 Disposition approval: Manages document expiration and 

retention by allowing participants to decide whether to retain or 

delete expired documents. 

Developers can also use Microsoft Visual Studio® or Microsoft Office 

SharePoint Designer to define custom workflows, create document-

handling processes, help users collaborate through Servers and 

workspaces, and connect users to information in enterprise business 

systems. 

 Metadata entry All documents in SharePoint libraries have 

associated metadata for documents that they contain, and they 

include some attributes that are automatically generated (for 

example, creation date) and some that may be provided by the 

author (for example, subject or keywords). The Metadata feature 

is fully customizable and extensible. 

 Enterprise Search The ability to index and search for content is 

critical in enterprise content management. Search in Office 

SharePoint provides an extensive and comprehensive solution to 

this requirement. 
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 Slide libraries Slide libraries allow Microsoft Office PowerPoint 

users to share individual slides from a presentation, reuse slides, 

track the history of a slide, compile individual slides into a 

presentation, and receive notifications when a slide in a 

presentation has changed. Users can publish slides to a slide 

library from Office PowerPoint. 

Records Management 

Records management is the process of collecting, managing, and 
disposing of records in a consistent and uniform manner based on the 
Project’s policies. These policies are shaped by the type of work the 
organization does, the kinds of legal risks it faces, and the laws and 
regulations that govern it. 

Project Professional and SharePoint includes set of features for creating 
and supporting formal records management capabilities in the 
organization: 

 Policy and Auditing The Policy and Auditing features of Office 

SharePoint Server include: 

 Content-type and policy-based document retention and expiration 

schedules. 

 Auditing and reporting of policy-based actions. 

 Integrated Windows Rights Management Services (RMS). 

 Records repository in Project Professional PWA includes several 

important features: 

 Specialized Records Repository site templates. 

 A records vault with capabilities that help ensure the integrity of the 

files stored in the repository. 

 Information management policies that consistently and uniformly 

enforce the labelling, auditing, and expiration of records. 
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 Hold capabilities that make it possible for IT staffers, lawyers, and 

records managers to apply one or more holds that suspend the 

records management policies on items to help ensure that they 

remain unchanged during litigation, audits, or other investigations. 

 Records Collection Interface that helps people and automated 

systems easily submit content to a records repository —supporting 

“write only” access without requiring direct access to the records in 

the repository. 

 Record routing that enables automated routing of content to its 

proper location within the records management system, based on its 

content type. 

 Extensibility for solutions requiring additional capabilities beyond 

those available in Office SharePoint Server. 

 E-mail content as records  

The Office SharePoint Server records management features include the 

ability for providing consistent, policy-based solutions for managing e-

mail content across Microsoft Office Outlook, Microsoft Exchange, and 

Office SharePoint. This is accomplished through two features: 

 Managed mail folders Server tightly integrates with Exchange. This 

integration enables organizations to create managed e-mail folders 

in Exchange that are exposed to users in Office Outlook. Users can 

also use these folders to send e-mail to a Records Centre site that 

has been implemented in Office SharePoint Server. Users can drag-

and-drop e-mail records from their inbox into the appropriate 

managed e-mail folder. 

Mustek Server Configuration 

The tailored project information systems architecture proposed to underlie 

the Mustek project management offering is depicted below. 
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Internet
Contractors , Installation 

Sites, Vendors
other team members

etc.

Clients

Vendors and
Suppliers

Project Server (Microsoft Office Sharepoint Server)
Document Repositories, Approval and Review Workflows,

Project Dashboards, Access to Project Schedules, Collaboration 

and Sharing Tools etc.

Organice
Sharepoint Based Document and Drawing 
Management System. Document tracking, 

revision control, transmittals

Microsoft EPM
Enterprise Project Management 

System
Project Portfolio Management, 
Project Dashboards, Project 

Resource Management, 

Microsoft 
Project
Project 

Scheduling and 
Resourcing 

Microsoft 
Project
Project 

Scheduling and 
Resourcing 

Microsoft 
Project
Project 

Scheduling and 
Resourcing 

Microsoft 
Project
Project 

Scheduling and 
Resourcing for 
each package

Studio
Cost Engineering Package

Management of Client Funds
Direct and Indirect Cost Mgt

Estimating
Bills and Quantities

Change Control
Procurement Management 
Earned Value Management

Studio CRM
(Customer Relationship System)

Management of Project Stakeholder 
Companies and Contacts

Tracking and Archiving of 
Communications (Email, telecons, 

meeting)

Central Support Centre for central co-
ordination of support calls and requests 

for assistance
 

Access to MOSS, EPM, CRM, Organice 
Viewing of project schedules, data, 

drawings and documents, 
transmittals,workflows etc. 

CAD Systems
Computer Aided 

Design and 
Draughting.  
Mechanical, 

Cabling, wiring 
and other 

drawings and 
designs

Microsoft Office
Word, Excel, Powerpoint, 

Visio etc.

  

This integrated systems architecture is a tailored adaptation of the systems 

architecture applied successfully to all MUSTEK projects.  The core systems 

utilised by the project management team are tightly integrated to yield 

minimal duplication of information and effort, always ensuring efficiencies 

and effective decision making based on “one version of the truth”.  

A distinguishing feature of the architecture is the leveraging of the MUSTEK 

Project Server, based on Microsoft Office SharePoint Server (MOSS).  The 

Server provides a unified environment for collaboration and information 

access, both to the internal project management team as well as externally 

to all other project stakeholders such as clients, vendors, contractors, and 

other team members. This server is designed to provide an optimal balance 

between accessibility and security.  Being internet-based, it allows for 

universal access, but the MOSS environment, as well as the firewalls 

implemented, enables tightly controlled securities for approved users, with 

permissions being controlled at any level down to individual documents and 

screens. 
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The key components of the Project Information System offering are detailed 

below:  

 IT Infrastructure 

 The effectiveness of any information system is reliant on the integrity 

of the underlying IT infrastructure. Tools are incorporated to ensure 

effective management of software across the server as well as the other 

computers on the internal network. Security is effected by appropriate 

levels of anti-malware software, sophisticated firewall technology and 

the advanced access and permission controls built into MOSS and other 

components. 

 Project Server 

 Microsoft Office SharePoint based Project Professional provides a 

central point of access, integration, and collaboration for the diverse 

range of applications and users.  The collaborative Server environment 

optimises access to information, streamlines business processes and 

simplifies the interrelationship between team members.  

 Project Dashboards: Customised and live displays of project Key 

Performance Indicators (KPIs) and other high-level project 

information 

 Document Storage: Documents and other files will be stored and 

managed in customised document libraries per function and per 

installation site. These document libraries will work hand in hand 

with the Organise system to provide full document management 

capabilities. 

 Workflows; The Server has extensive workflow capability which 

will be used, for example, to workflow documents internally or 

externally for review and approval.  
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 Project Schedules: The overall and individual project schedules 

will be incorporated into the Server environment though the 

Microsoft EPM system, which is fully integrated with MOSS.  This 

will allow authorised external or internal users to view project 

scheduling at appropriate levels of detail. 

 Integration with other systems: Apart from the other core 

systems depicted in the architecture, MOSS integrates with 

Outlook emails, calendars and task lists as required. 

 Search Functionality: MOSS provides comprehensive search 

facilities so that team members can efficiently locate the 

information they require. 

 External Access: Any information available in the Server 

environment can be made available to external stakeholders 

anywhere in the world through the Internet. The information 

available to any stakeholder is tightly controlled based on the 

individual needs.  

 Microsoft EPM and Project 

 Detailed project scheduling and resourcing, as required, are 

performed within the widely used Microsoft Project environment.  

Microsoft project is an integrated component of the Microsoft EPM 

(Enterprise Project Management) environment, which allows 

holistic management, reporting and analysis across the entire 

portfolio of projects. Resources be managed globally across all 

projects and portfolio analysis and scenario planning are 

facilitated. As EPM is tightly integrated into the MOSS/Server 

environment, EPM information and reporting can be rendered 

though the Server as required to both internal and external 

stakeholders.  
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 Studio 

 The Studio system provides full Cost Engineering and Control 

functionality as well as a wealth of other project management 

support functionality. This system allows for effective management 

of the capital globally and per installation site. All estimates, 

globally and per site, may me embedded in this system and placed 

under formal and auditable change control as the designs mature. 

The release of funds into procurement processes is affected under 

strict levels of approval.  Based on scheduling information from 

EPM, cash flow can be managed, and Earned Value Management 

performed. The system also provides the ability to manage bills of 

quantities and procurement processes as required 

 StudioCRM 

 The Studio Customer Relationship Management (CRM) system 

allows for effective management of communications with all 

stakeholders, not only customers.  The system is set up with the 

details of all project stakeholder companies as well as the contact 

and other relevant details of all individuals within the separate 

companies. Through the Server, this information is available to all 

that require it.  Further to this, the CRM system provides the 

capabilities to manage all communications within the central 

project management team as well as those between the team and 

all other stakeholders. The CRM system integrates tightly with 

Microsoft Exchange and allows for every relevant email to be 

categorised and archived for easy access. This characterisation 

could be by person, by company, by project/site or by any other 

characteristic required to ensure that relevant information is easily 

available when required.  The system also provides the capability 
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to set up a centralised support centre, which would enable support 

calls within the global project environment to be managed. 

 Microsoft Office 

 All MUSTEK staff come equipped standard with appropriate 

desktop/laptop infrastructure and the MS Office suite at no extra 

cost to the project.  

 CAD Systems 

 MUSTEK designers come equipped as standard with design and 

engineering tools as appropriate.  The Autodesk products are 

preferred, but other options are available as dictated by the 

specific requirements of the project.  A number of other specialist 

design packages spanning the various engineering disciplines are 

available as required. 

Typical MUSTEK Server Applications 

Weekly and monthly reporting formats are published once agreed with the 

project steering committee. This enables up to-date project monitoring to 

take place in a live environment.  Project Server supports all intranet, 

extranet, and Web applications across the enterprise within one integrated 

platform, instead of relying on separate fragmented systems. Each sub-

section also has the facility for: 

 Document control and management through the Server that can be 

remotely accessed from anywhere in the world in real time. 

 Workflow capacity for document approval that can be project specific in 

line with project integration rules and can allow external system access 

to clients to approve documents. 



 

                                                                                                               

 

 

Copyright protected. Confidential to Mustek – Not to be distributed to unauthorised parties without the 
express permission of Mustek 

 A real time reporting system linked into site and head office inputs that 

can be utilized to update safety statistics, schedules, costs, risk registers 

and any other custom field required. 

 It is also linked into the resourced schedule monitoring actual hours 

worked versus planned for all resources. 

The standard project management requirements would be managed utilising 

MUSTEK’s project services systems and procedures which encompass the 

full gambit of project controls required for monitoring and control of projects 

and include:- 

 Project Quality Management system including policies, procedures, 

templates and checklists. 

 Project Risk Register 

 Project Safety, Health and Environment plans and register. 

 Project Planning: MUSTEK has planners who monitor and control project 

schedules using MS Projects as the standard MUSTEK software program. 

However, all planners are also familiar with numerous other software 

programs. Our planning department is comfortable with all forms of 

scheduling monitoring including rolling horizons, SPI calculations and 

progress S-curves. 

 Cost Engineering and Control: MUSTEK has a combination of cost 

engineers and controllers who between them will set up an integrated 

cost management system that loads the cost estimate against the project 

schedule and is utilized to manage cash flow, forecast completion costs, 

CPI, cash flow S-curves and earned values. MUSTEK utilise the Studio 

software program to facilitate this process. 

Project Management Plan 
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The development of the Project Management Plan (PMP) is one of the most 

critical documents that, if successfully implemented, will ensure success for 

the project delivery. The various processes and elements of the PMP is well 

described within the Project Management Body of Knowledge. 

The following require specific mention and are processes typical to the 

“MUSTEK Way”, taking cognisance of Client needs and requirements:  

 INTEGRATED RISK MANAGEMENT SERVICES 

 MUSTEK provides integrated risk management services in accordance 

with the guidelines provided by ISO 31000 (superseding AS/NZ4360) 

and the various codes of conduct and legislation within a particular 

operating environment. ISO 31000 defines “risk” as “the effect of 

uncertainty on the achievement of objectives”. 

 MUSTEK Risk Management Services facilitates, and project manages all 

phases of the implementation of an ISO 31000 based risk management 

system - from the formulation of a risk management policy and 

framework to the review of objectives and the assessment of risk to 

the management of change and communication throughout the 

implementation up to the establishment of risk management 

governance and the knowledge management structures required to 

sustain Integrated Risk Management. 

 SAFETY MANAGEMENT PLAN 

 With increasing pressure from the international arena, a tightening up 

of local legislation, awareness of the need to manage risk exposure 

effectively and, more recently, increased scrutiny by providers of 

project capital, managing the Safety and Health Management (SH) 

process has become a business priority.  This has brought with it a call 
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for properly designed and documented SH management plans, coupled 

with periodic reviews and revisions.  

 The MST division of MUSTEK is ISO 45001 certified.  As such, we 

have a wealth of broad-ranging experience and skills in managing SH 

processes on projects.  We have consolidated this knowledge into a 

dedicated SH department, capable of managing these key operational 

issues proactively.   

 Our SH department helps clients from different market sectors to 

mitigate their risks and to improve their safety and health performance 

to achieve full legal compliance and gain competitive advantage in line 

with first-world expectations.  

 From concept to handover, each phase of a project is associated with 

specific SH issues.  These include project high-level risk assessment, 

legal registers, design reviews via a detailed HAZOP process, drafting 

SH specifications for contractors and a SH manual for the construction 

phase.   

 SH deliverables are written into the project programme, and we have 

proved that the overall success of the project, in SH terms, is invariably 

equal to the level of SH preparation before commencing the 

construction phase.   

 QUALITY MANAGEMENT 

 MUSTEK implements a Quality Management System (QMS) in 

accordance with the requirements of ISO 9001. The QMS has been 

certified internationally as meeting the requirements of ISO. 

 The QMS is implemented to ensure quality management requirements 

relating to management responsibility, resource management, service 
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delivery and measurement, analysis and improvement, as described in 

ISO 9001, are built in to all MUSTEK project management processes.  

 The organisational structure of all projects includes a quality 

management function and quality assurance, and quality control 

resources are allocated as required to ensure the project QMS is 

effectively implemented. 

 


