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10 WAYS PROJECT MANAGERS STAY ORGANIZED
As a project manager, you are
the
person
ultimately
responsible for keeping the
project on track, especially
when the pressure’s on.
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To be a successful project
manager, you need to be able
to balance deadlines, a budget,
and the quality of work. This
can be very stressful even for
the simplest of projects, and
this is where organizational
skills come into play. Lack of
organization is detrimental to
any project, but there are
many ways to ensure you
achieve what you set out to
do.
Here are ten tips to help you
get organized right from the
start.
1. Set expectations early
From the beginning, you
should let your team or
employees know what your
expectations for the project
are. These should include the
quality of work you expect,
who is responsible for which
tasks, and how your team
should communicate with each
other. The sooner you explain
to your team members what’s
expected of them, the easier it
will be to ensure everyone is
working towards a common
goal and will eradicate any
confusion and assumptions
from the outset.
2. Define scope
As a project manager, the first

step in the project planning
process is defining its scope.
To do this effectively, you
need to understand the
project’s:
Deliverables: What are the
expected outputs and outcomes?
Costs: Is there a set budget?
Timeframe: How long do you
have to complete the project?
Available resources: What
physical, human and financial
resources do you have at your
disposal?
Stakeholders: Who is involved
in the project? Who are the
influencers, decision makers,
and recipients?
3. Follow a template
When managing a project,
there is no need to reinvent
the wheel. If this is your first
project, source document
templates that you can use as
a solid starting point. It will
make your job much easier,
and it means you will have a
set of workable templates for
future reference. It is also a
good idea to have a log or
diary of your work and to
keep detailed notes of how
you handled certain problems.
If then a similar issue arises,
you will have something to
reference.
4. Review progress against a
project plan
A project plan is essentially
the roadmap for your project
and should contain detailed

information about the project’s
approved scope, cost, and
schedule.
To
review
your
progress, ask these questions:
Are tasks being completed
effectively?
Are the original deadlines still
realistic compared to how fast
work is progressing? If not, are
there tasks that should have more
focus put on them?
Do you still have the right
resources necessary to complete
the project?
It is important to review progress
regularly using updates and feedback from your team. Make this a
priority during team meetings so
that you’re able to address issues
as they arise and adjust the plan if
required.
5. Set time limits
There is no better way to make
sure something gets done on time
than
setting
achievable
timeframes against specific project tasks. A MIT study showed
that students will actually work
more efficiently when a large
piece of work is broken up into
smaller tasks with set milestones.
You need to make sure that whoever you assign each task to has
the skill set and capacity to complete it on time. Setting unrealistic
time limits may place undue
stress on project resources, resulting in poor quality of work and
team member burnout.
Continued on Page 3
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13 WAYS TO REDUCE CYBERATTACK VULNERABILITY
Cybercriminals consider small
businesses a "target of
choice," and a vast number of
owners may be leaving their
websites and companies unnecessarily
vulnerable
to
attack, a new report suggests.
Training employees on sound
cybersecurity practices is an
integral part of protecting a
business, experts note.
In a recent survey of 250 website
owners,
cloud-based
security firm SiteLock found
that
59
percent
are
responsible for their own website upkeep but only 41 percent
update
website
applications at least once a
month. Experts consider software
updates
vital
to
protecting computer systems.
Among other survey findings:
Of
owners
who
had
experienced
a
security
incident, 24 percent reported
that it damaged their business
reputation while more than 35
percent reported that it endangered their bottom line.
"This may leave businesses
with websites vulnerable to a
variety of cyberattacks. It also
begs the question, what other
cybersecurity
vulnerabilities
are being left exposed? All too
often, one of the weak links in
the cybersecurity chain for
corporations is employee
awareness," said SiteLock
product marketing specialist
Jessica Ortega.
Even
though
Millennials
represent one-third of smallbusiness
owners,
that
generation's digital nimbleness
doesn't make their websites
more secure, according to
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SiteLock.
Ortega and other experts
offered suggestions for making
employees more aware and
companies more cybersecure:
1. Make
sure
remote
workers use a virtual private
network, or VPN, rather than
public
Wi-Fi.
"Many
employees and contractors
work from coffee shops and
libraries as needed, to make
use of their public Wi-Fi. However, public Wi-Fi can put
internal company data at
higher risk," Ortega said. A
VPN connection ensures that
communications
are
encrypted, preventing cybercriminals from intercepting
them.
2. Require strong passwords
and good password habits. "A
strong password is your first
line of defense against
attackers attempting to gain
unauthorized access to your
data," Ortega said. Passwords
should be at least eight to 12
characters long, include letters
and numbers, and should not
contain commonly used words
such as "admin" or your
username, she said. She also
recommended using a password manager to store
randomly generated passwords, never reusing a password and choosing a unique
password for each account to
prevent hackers from using
one password to breach more
than one account.
3. Urge
caution
before
clicking. Most data breaches
arise from social engineering
and phishing malware attacks,
Ortega noted. Phishing files
disguised as shopping or

banking apps, deployed to
steal login or credit card
credentials, represented 11
percent of malicious files
cleaned from infected sites in
the first quarter of 2018,
according to SiteLock, which
studied more than 10 million
websites. "When entering
your password for an account,
always verify in your browser
that the website you're visiting
is indeed the site you intended
to enter this information on,"
Ortega said, noting that
experts also warn against
clicking links in e-mails to
authenticate any account.
Instead, enter the URL for the
company that holds your
account directly into your
browser, she advised. National
Cyber
Security
Alliance
Executive
Director
Russ
Schrader
similarly
said
workers should be trained to
recognize spam and taught
that opening links from unsafe
sites can expose the whole
company to a virus. Make sure
e-mails can't be used for
sending spam and consider
blacklisting and whitelisting
websites,
Schrader
said.
"There
are
third-party
providers who can help
companies implement these
security measures."
4. Warn employees about
the dangers of oversharing.
SiteLock cautions against
sharing too much information
through social media, steering
clear of surveys that ask for
"seemingly
innocuous"
information, like a pet's name
or a first concert, that cybercriminals can use to access
accounts.

5. Limit employee access to
company data. "It starts with
access—knowing who can
have access to which of the
company's data, e-mail, websites, et cetera," Schrader
said. "When onboarding, HR
should collect the profile of an
employee, including what that
person's job description is and
what they will have access to.
You need to ensure that your
systems are safe and secure
and that an employee who is
not authorized to access the
company's financial data can't
take that data and send it
elsewhere."
6. Track all devices. HR
needs to log each device that
every employee has and be
able to map each one to a
person, Schrader said. "It
should also be clear who in
management can log in
remotely to turn off any
device they think is being misused."
7. Limit personal use of
work devices. Workers must
know that a work device is
meant for work and that they
shouldn't store personal passwords or photos on the
devices, as that information
can be viewed by an employer
or lost if the device goes
missing, Schrader said.
Encourage employees to
quickly
report
their
cybermistakes. "Thank an
employee who admits she
clicked a bad link or opened
an attachment she shouldn't
have. IT needs to know about
these things as soon as
possible," said employment
attorney and HR consultant
Kate Bischoff, SHRM-SCP, of
tHRive Law & Consulting LLC. "
Continued on Page 5
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10 WAYS PROJECT MANAGERS STAY ORGANIZED
CONTINUED FROM PAGE 1
6. Meet frequently
As a project manager, it is
critical to meet with your team
on a regular basis to touch
base and communicate project
updates, including successes
and issues.
A study of over 500,000
meetings found that people
are most welcoming of a
meeting on Tuesdays at
2:30pm. If you are working in a
virtual project team, find a
time that works best for the
majority of team members. It
can be a challenge working
across multiple time zones, but
to ensure that the same
people aren’t subjected to the
middle of the night conference
call, rotate meeting times.
7. Develop an effective filing
system
Managing a project can mean
a mountain of paperwork, with
several documents created
and amended. This can
become a nightmare to keep
track of and you can waste
precious time searching for the

latest version of a document.
A proper filing system with
clearly defined document
naming
conventions
will
ensure a consistent approach
to project artifact storage.
Check first whether there are
set naming conventions used
in your organization. If
not, there are best practice
examples you can follow. Just
make sure you are consistent
in any approach you take.
8. Efficiently delegate tasks
Being able to delegate tasks is
one of the most important
skills you can have as a project
manager. There is an art to
effective delegation, but once
you have mastered it, you will
take the pressure off yourself
and give your team members
a sense of responsibility and
achievement. Instead of giving
each person a large chunk of
work to be completed, break
everything into smaller tasks.
Don’t be vague when giving
directions and make sure each
team member knows exactly

what the are doing and when
it needs to be finished by. You
should also make sure the
person you are giving the task
to has the correct information
and ability to complete it.
9. Anticipate issues
We all hope that issues don’t
arise, particularly when there
are strict timelines to adhere
to.
Unfortunately, this is rarely
the case in project land.
Developing and keeping risk
and issues registers up to date
along with addressing issues
as soon as possible will help in
preventing your project plan
from going awry. If there is a
major issue threatening to
stop your project in its tracks,
a predetermined process will
reduce anxiety and make it
much easier to approach the
problem objectively and find
an
appropriate
solution.
Regular
two-way
communication
with
key
stakeholders is also vital to
ensuring
there
are
no

surprises along the way.
10. Use project management
software
Last but certainly not least, effective
project
management software is invaluable for
project managers in today’s predominantly web-based world.
You can’t beat online software
solutions if you’re looking for a
way to keep all key documents in
one place, share information with
your team and manage tasks in a
central hub.
Harriet Genever
www.redbooth.com

TEXAS RECLAIMS NO. 1 SPOT ON CNBC's
'AMERICA’S TOP STATES FOR BUSINESS 2018'
Texas landed the top spot on
CNBC’s "America's Top States
for Business 2018", making it
the first four-time winner in
the 12-year study.
However, this is the first year
Texas ranked No. 1 since 2012.
The state has never ranked
below No. 5 overall, and it
took the No. 4 spot last year.
CNBC cites the long-awaited
rebound in oil prices as a
major factor in this year’s
ranking. The report notes that

the state added more than
350,000 jobs in the past year,
with the energy sector driving
the biggest increase.
Texas saw solid economic
growth last year, especially in
the fourth quarter, when state
GDP increased 5.2 percent.
That boosted Texas’ rank in
the economy category to No. 1
this year, up from No. 25 last
year, when oil prices were
around $40 per barrel, per
CNBC.

The Lone Star state also
ranked No. 1 in the infrastructure category, No. 3 in access
to capital, No. 7 in workforce,
No. 9 in technology and innovation, and No. 11 in cost of
living. The state does OK in
cost of doing business and
business friendliness, ranking
No. 18 and No. 21, respectively. However, it comes in
among the bottom half of
states for quality of life (No.
31) and education (No. 37).

WalletHub’s "2018’s Best &
Worst States to Start a Business," a similar report released
last week, also ranked Texas
No. 1. Texas came out on top
overall and took the No. 1 spot
in the business environment
category. It ranked No. 12 for
access to resources and No. 16
for business costs.
Olivia Pulsinelli
Houston Business Journal
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HOW TO LOOKUP LIEN INFORMATION ON THE SAM WEBSITE
1.

Go to www.sam-dfw.org

2.

Click on Member Login.

3. Input Username and Password

4.
5.

Click on Member Resources
Click on BPI Lien Information

6. Agree to Terms

8. Select File to Download & Open File
7.

9.

Use Pull Down Menus in Column Titles to Filter
to Search for specific jobs, addresses, counties,
dates, etc.
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SAM WELCOMES THREE NEW MEMBERS IN JUNE!
On June 7, SAM members and
guests took a tour of The Star
in Frisco. We met several new
people, and SAM grew by 3
members as a result of this
event!
We would like to welcome
Convergint Technologies, Frost
Bank, and Superior Striping to
the SAM Family!
I would also like to thank our
sponsors . BB&T Bank, Groves
Electrical Service, Plains Capital
Bank, and Trade Management
sponsored the appetizers at
the Happy Hour that followed
our tour. You will see
information for each of our
sponsors in the next several
issues of the Punch List.

REDUCE CYBERATTACK VULNERABILITY
CONTINUED FROM PAGE 2
“If you punish her, no
employee is going to come
forward when they do the
same thing. This allows the
issue to grow and possibly
affect the whole organization."
9. Require
two-factor
authentication to log in to
company systems.
10. Train employees regularly.
Training should be part of
onboarding and should take
place annually or
semiannually, Schrader said. Guidelines should be readily
accessible on the company's
internal website, he said.

11. Make cybersecurity part
of offboarding. "If you're going
to do a layoff or a planned
termination, have the tech
people lined up and ready to
go
immediately
after
termination
should
a
disgruntled employee try to
retaliate through a cyberbreach," Schrader advised.
12. Use artificial intelligencebased security monitoring to
find irregularities. "These
systems
can
identify
weaknesses, even down to
unusual activity of a single
employee," Bischoff said.

13. Consider cyberinsurance.
Small businesses should have
it, but even if they don't, many
policy applications have a
checklist of what you need to
do to secure data, Schrader
said.
The National Cyber Security
Alliance's CyberSecure My
Business program includes
resources to help small
businesses better protect
data.
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PREPARE FOR OSHA - PLAN AND PRACTICE SAFETY!
Just four simple letters - OSHA - strike
fear into the hearts of contractors everywhere. But, should they?
OSHA performs research, gathers
information, and promulgates and
enforces safety standards across virtually
all categories of private employment the
United States, but they consistently find
their greatest challenges in the
construction industry, and for good
cause. Construction sites are transitory they come and they go, and every day
they're different. Lots of different kinds
of work being performed by lots of
different kinds of contractors, and they
all have to be coordinated in a safe way,
while still allowing the work to go
forward.
Trade contractors often pay little
attention to OSHA until they get a
Citation, or worse, have a jobsite
accident the produces injury or death
(and more Citations), but waiting for one
of these events is the wrong approach!
There was a time when OSHA citations
could be taken fairly lightly - the cash
penalties were often modest, and
citations were frequently easy to
contest, because many OSHA inspectors
were poorly - trained, didn't truly
understand the standards they were
implementing, and had difficulty
documenting the violations they were
citing. Those days are gone - and that is
not really a bad thing.
Reasonable planning and good policies
are your best defense against damaging
OSHA action. Here are some of the things
we have, over decades of representation
of trade contractors in OSHA matters,
found are important to demonstrate
when OSHA comes to the jobsite, and
when you and your counsel are
negotiating with OSHA following
issuance of the citation.
SAFETY POLICIES
Every contractor
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should

have

a

comprehensive Safety Policies, tailored
both to their trade and to their
operation. A proper safety policy should
address the entire "life cycle" of both a
contractor's employment practices and
its project administration. It should
include how employees - project
management, field management, skilled
craft workers and laborers - are trained.
Also critical, are inspection and use
policies, discipline, enforcement and
record-keeping. Tool management - how
you make sure tools are safe, what
happens when they are not, and keeping
track of tools and consumables (like
blades, bits and the like) are critical as
well.
TRAINING RECORDS
Maintain current and complete records
of all safety training - every employee
should have training appropriate to the
job description before first going to a
jobsite, and you should have records that
the training was administered, signed by
the employee. Advanced and specialized
training should be fully-documented, as
well, including certifications for specific
equipment (scaffolds, forklifts, etc.) with
refresher training as reasonably required
and the certification of training should be
carried by trained employees.
Recurrent training must take place,
including regular "toolbox talks" at the
jobsite, to remind employees of their
important role in maintaining safety.
INSPECTIONS AND AUTHORITY
Whether you rely on third-party safety
consultants, or have in-house, full-time
Safety Director personnel, inspect your
own jobsites regularly, and without prior
announcement, so you can catch unsafe
practices and trends before they turn
into injuries or citations. Don't rely on
general contractors' safety personnel they are looking out for themselves first.
Your company's safety representatives
should have full authority to take

appropriate action on unsafe conditions,
and management, from the top on
down, must make clear to every
employee
that
the
safety
representative's authority is genuinely
supported by management. If your
Safety
Director
observes
unsafe
operations, he should have the authority
to immediately order a stand-down, and
to take all action necessary to correct
unsafe conditions.
BREACH AND DISCIPLINE
Employees should understand that they
are all responsible for safe operations,
and if they work unsafely, they are
subject to discipline. When your
management (at whatever level) observe
unsafe operations, the unsafe employees
should be immediately counseled, and
appropriately disciplined in accordance
with the safety policy and Employee
Manual, this discipline must be
documented in writing in the employee's
file, and these employment policies must
be consistently applied across the
company. Bottom-line: employees cannot be allowed to expect unsafe
operations to be tolerated.
PULLING IT ALL TOGETHER
As an inherently-dangerous business,
construction will inevitably generate
some accidents, and sometimes the best
employees will slip up. When you receive
a Citation, the odds are that today's
OSHA field investigators who prepare
Citations (1) are well-trained to recognize
the conditions they are citing, and (2)
have documented the conditions
thoroughly, including photographs, video
and on occasion, employee interviews.
With all this in mind, discussing the issue
with OSHA is critical, if you hope to get
penalties and (more importantly)
severity reduced. Our experience in
representing trade contractors before
OSHA has shown us that if, at the
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informal stage, you can demonstrate to
the satisfaction of your OSHA Area
Director that the occurrence or condition
for which the Citation was issued is well
and truly an exception to the norm, and
that your company can, through policy,
training and actions, demonstrate a
compelling and consistent commitment
to safe practices, you'll have a much
better chance of earning some
consideration and possible reductions in
penalty and severity.
If, despite your best efforts, an agreed
compromise as to enforcement and/or
penalties cannot be reached informally,
well-crafted policies and records will
improve your chances in challenging
Citations before the Administrative Law
Judge who will hear your case.
If, on the other hand, you approach
OSHA with weak excuses and fingerpointing, you're unlikely to be wellreceived, at both the informal stage and
at hearing.
THE PAYOFF
The best reason by far to create and
maintain comprehensive safety policies
and procedures is that, in so doing, you
will absolutely improve the safety of your
operations, and protect the well-being of
your valued employees. The
over-

whelming majority of masonry
contractor owners have, themselves, put in years "on the wall,"
and keenly understand the risks
their workers face every day. Plan
for safety, and the chance of
OSHA citations is reduced, and
the likelihood of a successful outcome when citations are issued is
improved. All of these things are
good for the industry, and good
for your workers. A collateral
benefit, as well, is that workers
who see that you value their
safety are more likely to stick
around for the long term.

2018 NEW MEMBERS
C & C Concrete Pumping
Convergint Technologies
Frost Bank
Mid South Fire Solutions
New Generation Mechanical
Superior Striping

Ask your fellow subcontractors to
contact Carrie Edomm to learn
more about a SAM Membership
Today!
972.438.1110
execdir@sam-dfw.org

SAM General Counsel
Sewall C. “Spike” Cutler, Jr., Cutler-Smith, PC.
P: 214.219.0800
scutler@cutler-smith.com

We love to celebrate our
members!
Send any
announcements and news to
execdir@sam-dfw.org!
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Subcontractors Association of the Metroplex
SAM
205 Sharon Street
Irving, TX 75061

Phone: (972) 438-1110
E-mail: execdir@sam-dfw.org

The Subcontractors Association of the Metroplex was founded with the purpose of creating an affordable forum for Subcontractors to exchange information and learn from
each other how to be better business men or women.
Sam is a member of the National Subcontractors Alliance, the largest Subcontractors
association in the USA, and also a member of the Association of Specialty Contractors
where we have a voice in National Legislation. SAM is also a member of the Texas
Construction Association, the unifying voice of the trades in the Texas Legislature and
as such all SAM members have access to all the benefits of the TCA.
Sam is also allied with the National Federation of Independent Business who has a
voice in the Texas Legislature on small business issues.

Your Source for Subcontractor’s
information.

SUBCONTRACTORS– THE ONES WHO
REALLY BUILD THE BUILDING

Visit us at:
http://www.sam-dfw.org

Our Association Leadership
President

Board of Directors

Committee Chairs

Gary Ardis

Don Weempe
Master Construction and Engineering
dweempe@masterconstruction.com

BPI: James Mayhew
Fundraising: Don Weempe
Membership: MaryEllen Evans
Programs: Selena Zarate
TCA Representative: Paul Holden
Website: Gary Ardis

Anderson Asphalt and Concrete Paving

gardis@andersonpaving.com

Past President
Paul Holden
Facility Construction Services
paulh@fcsdallas.com

Vice President
Selena Zarate
Groves Electric
selena@groveselectric.com

Secretary
MaryEllen Evans
Trade Management
mevans@trade-mgmt.com

Treasurer
Carrie Edomm
Astro Sheet Metal Co., Inc.
cedomm@astrosheetmetal.com

Doug Cook
City Wide Mechanical
doug@citywidemech.com

Legal Counsel
George McGraw
Plains Capital Bank
george.mcgraw@plainscapital.com
James Mayhew
Apex Services
jmayhew@apexservicesinc.net

Spike Cutler
Cutler-Smith, PC
scutler@cutler-smith.com

If you’re not a member of SAM,
you should be.
Contact us for a membership
application.
P: (972) 438-1110
E: execdir@sam-dfw.org

