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THE MANAGER’S GUIDE TO EFFECTIVE MONITORING AND CONTROL
IN THE CONTEXT OF PROJECT MANAGEMENT

KEPIBHULTBO AJA MEHEJI’)KEPA 3 ECFEKTUBHOI'O MOHITOPHUHI'Y
TA KOHTPOJIIO B KOHTEKCTI YIIPABJIIHHA TIPOEKTAMMUA

Abstract. The research objective is to systematize and evaluate the most effective monitoring and control practices utilized
by managers within IT outsourcing companies, emphasizing methods designed to enhance transparency, foster collaboration,
and mitigate risks. Special attention is directed toward practices frequently underestimated but exceptionally impactful, such
as systematic note-taking and meticulous meeting documentation. Employing a comprehensive methodological approach, this
study integrates thorough literature analysis, detailed case study examinations of various IT outsourcing enterprises, and an
extensive synthesis of best practices prevalent in the industry. Particular emphasis is placed on the practical utilization of Agile
methodologies, including Scrum tools, burndown charts, velocity tracking, and iterative feedback loops, combined with public
and structured note-taking practices. The article reveals that while traditional monitoring tools, such as Scrum frameworks and
project tracking methodologies, provide significant value in enhancing project oversight, their true potential is unlocked when
supplemented by transparent, structured, and publicly accessible documentation. This is particularly crucial in remote and
distributed teams where clear communication pathways and accountability mechanisms are paramount. Structured note-taking
serves as an essential coordination and risk mitigation tool, establishing a reliable record of decisions, task assignments, prog-
ress tracking, and accountability checkpoints. Consequently, the findings deliver actionable insights and practical guidelines
for IT managers aimed at significantly improving control and monitoring effectiveness. Enhanced clarity in decision-making
processes, increased transparency in task tracking, improved risk identification and mitigation, and strengthened overall or-
ganizational resilience and responsiveness are highlighted as direct outcomes achievable through systematic documentation
practices. Moreover, the research highlights noticeable gaps in existing management literature regarding the strategic role of
meeting documentation, suggesting this practice offers valuable advantages in modern IT environments.

Keywords: managerial effectiveness, IT management, monitoring, control systems, outsourcing, risk management, Scrum,
burndown chart, meeting minutes, public note-taking, project transparency.

Anomauin. Memoio Oocnioxcenns € cucmemamusayis ma oyiHKa HAUOIbul epekmueHux NPaKmux MOHIMOPUHSY ma
KOHMPOTIO0, AKI BUKOPUCMOBYIOMbCSL MeHeodicepamu 6 IT-aymcopcunzosux KOMNAHisax, 3 akyenmom Ha Memoou, CNpAMOGani Ha
niOBUWeHHS NPO30POCII, CNPUSHHA CRIBNPAY] Ma 3HUNCEHHA pu3uKie. Ocobnugy ysacy npuoileHo npakmukam, aKi 4acmo Heoo-
OYIHIOIOMbCA, ane MAlomb 3HAYHULL GNIUE, 30KPEMA CUCTHEMATHUYHOMY 8e0eHHIO HOMAMOK Md PemenbHOMY OOKYMEHMYBAHHIO
sycmpiuetl. Bukopucmogyrouu KomMniekCHull Memooono2iuHull nioxio, 00CAI0NCEeHH NOEOHYE TPYHMOBGHUL AHANI3 Aimepamypu,
demanvie gusuenns keiicie IT-aymcopcuneo6ux KOMRAKIU I WUPOKY CUHME3Y HAUKPAWUX NPAKMUK, nowupenux y eanysi. Oco-
OnueUll akyeHm 3pobieHo Ha NPAKMUYHOMY 3acmocyeanti Agile-memooonozii, exnouaiouu iHcmpymenmu Scrum, diaepamu
cnady (burndown charts), siocmescenns weuokocmi (velocity tracking) ma imepamugni 360pomHi 36 ’si3Ku, ¥ NOEOHAHHI 3 NY-
ONIYHUMU MA CIMPYKMYPOBAHUMU HOMamKamu. Y cmammi noKa3auo, wo xoua mpaouyiiHi incmpymeHmu MOHIMopuHay, maxi
K ppetimeopku Scrum ma mMemooono2ii 8i0CMeNCeH s NPOEKMIB, MAOMb BUCOKY YIHHICMb OJisl NOKPAUEHHS. KOHMPOJIIO HAO
NPOEKMOM, IXHIll CNPABIICHIT NOMEHYIAN POSKPUBAEMbCA TULUE 3a YMOBU OONOBHEHHS NPO30POI0, CIMPYKIYPOBAHOIO Md 3a2alb-
HOOOCMYNHOI doKymMenmayicio. [le 0coonuso 6axrciugo 0t 8i00ALEHUX | POZNOOLIEHUX KOMAHO, O KPUMUYHO HeOOXIOHT YimKi
Kauanu KoMyHikayii ma mexanizmu 8ionogioansnocmi. Cmpykmypogame 6e0eHHsi HOMAamox 8UCMYNAE KAYOSUM THCMPYMeH-
Mmom Koopounayii ma ynpaeuinHa pusukamu, Gopmyiouu HadiiuHuil 3anuc piuiers, po3noodiny 3a60amb, 8i0CMeINCeH s NPO2pecy
mMa KOHMPOIbHUX MOUOK 8I0N08I0AIbHOCMI. Pesyibmamu 0ocniocents Hadaroms npuKiaoHi pekomeHoayii ma npakmuyri opi-
enmupu ona IT-menedarcepis, cnpamosami Ha cymmeee nioguyenHs egpeKkmusHocmi KoHmpono ma monimopuney. Iliosuwjenns
SACHOCI 8 NPOYecax NPUIHAMMS PileHb, 3POCMAKHS NPO30POCMI Y GIOCMENCEHHI 3A60aHb, NOKPAUeHHs i0eHmugikayii ma
MIHIMI3aYTT pu3UKie, a Maxodic 3MIYHeHH sl 3a2aNbHOT CMIUKOCMI il a0anmueHOCmi 0p2anizayii GUOLIIOMbCsL SIK NPIMI pe3)iib-
mamu, SAKUX MOXCHA OOCASMU 3A80SKU CUCIEMAMUYHOMY OOKYMeHmy8aHHio. Kpivm moeo, docnioxcents niokpecioe nomimui
NPO2ANUHU 8 ICHYIOUI YNPABIIHCOLKIN Timepamypi w000 cmpameiuHoi poni OOKyMeHmayii 3ycmpiuel, HamsaKardu, wo maxka
npakmuxa modice 3a6e3neuumu 000amKosi nepegazu 6 ymosax cyvactnoeo IT-cepeoosunya.

Kniouogi cnosa: echexmusnicme ynpasninus, IT-meneddncmenm, MOHIMopuHe, cucmemu KOHMpOoaio, Aymcopcune, ynpagiinHs
pusuxamu, Scrum, oiacpama burndown, npomoxoau 3ycmpiueil, nyoniune 6edeHHs HOMAMOK, NPO3OPICMb NPOEKINY.
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Problem statement. In the dynamic landscape of
IT outsourcing, managers are tasked with maintaining
control over complex, distributed projects while ensuring
high-quality delivery and client satisfaction. Traditional
monitoring methods are not always sufficient to maintain
clarity and accountability in fast-paced environments.
Miscommunication and overlooked details often lead to
project delays and inefficiencies. There is an urgent need
to enhance existing monitoring systems with practices
that foster continuous transparency, such as real-time
note-taking and public sharing of meeting outcomes, to
strengthen management effectiveness in IT companies.

Analysis of recent research and publications.
This article builds on several established sources to
analyze current practices in IT project management. The
PMBOK Guide [1] outlines the foundational processes of
monitoring and controlling, emphasizing the importance
of documentation and performance tracking. The work
of Schiel, J. [4] and the publication of Davidson, D. [3]
provide insights into Agile methodologies, particularly
Scrum, and introduce velocity as a key performance
indicator. The article by Rehkopf, M. [2] explains the use
of burndown charts for visual progress tracking in Jira,
while Derby, E., and Larsen, D. [5] highlight the role of
retrospectives in continuous team improvement. To support
collaboration practices, an article from the company
Microsoft [6] outlines tools for shared documentation.

However, a gap remains in how note-taking and meeting
minutes are treated as formal control mechanisms. This
gap is addressed by an article from Harris, T. [7], which
underscores the strategic value of structured meeting notes
in maintaining alignment and accountability. Additionally,
Allen, D. [9] in his productivity methodology reinforces
the importance of creating trusted systems through
externalized information management, a principle that
aligns closely with the discipline of systematic note-taking
in project contexts.

From a cognitive perspective, Piolat, A., Olive, T., and
Kellogg, R. T. [11] demonstrate that note-taking involves
substantial mental effort, serving as both a memory aid and
a means of enhancing comprehension, characteristics that
make it an underutilized but powerful control tool in IT
project management.

Serrador, P. and Pinto, J. K. [10] present empirical
evidence showing that Agile methods significantly
improve project success rates, reinforcing the importance
of iterative feedback, transparency, and documentation.
In a similar vein, Balaban, S. and Duraskovi¢, J. [12]
emphasize the adaptability of Agile project management
in fast-changing environments, which elevates the
importance of lightweight but effective coordination tools
such as shared notes and meeting summaries.

This article aims to extend these discussions by
integrating structured note-taking into the broader system
of project monitoring and control. It bridges productivity
theory, cognitive science, and Agile methodologies to
reframe meeting documentation as a proactive mechanism
for transparency, alignment, and accountability.

This article aims to analyze key monitoring and
control practices used in IT outsourcing management, with
a focus on visual tools and risk management systems. It also
highlights the role of structured note-taking and meeting
documentation in enhancing transparency, accountability,
and decision-making efficiency.

Presentation of the main material. Monitoring
and Control is one of the five key phases of project
management [1], alongside initiation, planning, execution,
and closure. This phase plays a crucial role in ensuring
that the project stays on track with its goals, timeline,
and budget. Through continuous oversight and real-
time adjustments, monitoring and control help identify
deviations early, manage risks effectively, and maintain
alignment with project objectives. By providing accurate
performance data and enabling informed decision-making,
this phase not only supports the successful delivery of the
project but also enhances accountability and transparency
throughout its lifecycle.

In the dynamic environment of IT project management,
especially within frameworks like Scrum, clear visualization
of progress is not just helpful — it is essential. Two of the
most effective tools for this purpose are burndown charts
and velocity tracking [2]. These tools enable teams to
monitor their workflow in real-time, promptly identify
bottlenecks, and maintain alignment with sprint goals.

A burndown chart visually represents the amount of
work remaining in a sprint or project over time. It provides
an immediate understanding of whether the team is on track
to complete their commitments by the deadline. Ideally, the
chart shows a steady decline towards zero, indicating that
tasks are being completed consistently. However, deviations
from this trend can quickly alert managers and team members
to potential delays, prompting timely interventions.

The chart in Figure 1 illustrates the work remaining
over the course of a 10-day sprint. The ideal progress line
represents a steady completion of tasks toward the sprint
goal, while the actual progress line shows the real pace of
task completion. The chart clearly visualizes deviations
from the plan, allowing early identification of delays and
opportunities for sprint adjustment. Regular analysis of
burndown charts helps teams to understand patterns in
their work habits and improve future sprint planning. For
instance, the chart reveals that most tasks are completed
near the end of the sprint, which may suggest that tasks are
too complex, or that the team tends to defer work, insights
that are invaluable for continuous improvement.

Velocity tracking complements the burndown chart
by measuring the amount of work a team completes
during each sprint [3], typically in story points or hours.
Tracking velocity over time enables teams to forecast
future performance more accurately and set realistic goals.
Consistent velocity indicates a stable and predictable
workflow, while significant fluctuations might point to
external disruptions or estimation inaccuracies.

The chart in Figure 2 illustrates the number of
completed story points across multiple sprints, visualizing
the team’s velocity. Consistent velocity suggests a stable
workflow, while fluctuations may indicate external factors
or estimation issues. Understanding velocity trends allows
project managers to balance workloads and avoid burnout,
ensuring sustainable productivity. Moreover, transparent
velocity tracking fosters accountability and motivates
teams by making their progress visible and measurable.
The red dashed line, representing the average velocity,
serves as a reference point to quickly identify abnormal
variations. By comparing each sprint’s output against this
benchmark, managers can detect issues early, investigate
root causes, and take corrective actions before these
deviations impact long-term delivery or team morale.
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Figure 1 — Sprint Burndown chart - Ideal vs. Actual progress lines
Source: visualization generated with the assistance of Al [8] using Python's Matplotlib library
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Figure 2 — Velocity Chart - Story Points Completed per Sprint
Source: visualization generated with the assistance of Al [8] using Python's Matplotlib library
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In dynamic and fast-paced IT environments,
achieving real-time control over workflows and timely
resolution of issues is essential for success. Scrum, as
an agile framework, embeds several core ceremonies
that function not just as planning or communication
tools, but as continuous monitoring and control
mechanisms [4]. Among these, daily stand-ups, sprint
planning, and retrospectives are especially critical in
ensuring that teams stay aligned, respond rapidly to
change, and maintain sustainable performance. Agile
practices enhance flexibility and responsiveness, which
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are crucial for effective monitoring and control in
dynamic settings [12].

Real-time monitoring at the micro level is done by
conducting daily stand-ups. The daily stand-up meeting is
a brief, structured conversation held each working day. It
serves as a micro-control checkpoint. Each team member
answers three key questions: What did 1 do yesterday?
What will I do today? What obstacles are in my way? This
format enables immediate visibility into individual progress,
quickly surfaces blockers, and creates opportunities for
peer-to-peer support and reprioritization when needed.
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From a managerial perspective, daily stand-ups provide
a live data stream that supports just-in-time intervention
and adjustment. Issues are identified as soon as they
emerge, not at the end of a sprint, which fosters real-time
problem-solving and proactive leadership rather than
reactive damage control.

Strategic alignment and workload control. Sprint
planning transforms a product backlog into a focused,
achievable plan for the upcoming sprint. This event
provides an opportunity for workload control, ensuring
that commitments are realistic and well-aligned with team
capacity. It also reinforces strategic alignment between
business priorities and team execution.

Through collaborative estimation, task breakdown,
and scope negotiation, teams gain a clear understanding
of expectations and potential bottlenecks. This pre-
emptive control mechanism significantly reduces the risk
of mid-sprint confusion or scope creep, improving both
predictability and accountability.

The retrospective is the team’s dedicated time to reflect,
analyze, and improve [5]. More than a routine debrief,
it acts as a systemic control mechanism that supports
adaptive learning. By evaluating what went well, what
didn’t, and what should change, teams can correct course
regularly and deliberately. Importantly, retrospectives help
identify process inefficiencies, communication gaps, or
role-related friction. The resulting action items become
direct levers for performance improvement. This cyclical
self-monitoring drives a culture of accountability and
continuous improvement — a hallmark of high-performing
agile teams.

These Scrum practices are not just rituals; they are
embedded control systems that operate across different
time horizons: daily, sprint-level, and process-wide. When
implemented with discipline and psychological safety,
they transform team routines into a powerful framework
for continuous oversight, timely problem-solving, and
adaptive success. Agile methods have a positive impact on
project success [10].

The act of taking notes and especially publicly
shared notes, is often overlooked as a strategic tool.
While popular agile methodologies such as Scrum,
Kanban, and SAFe emphasize communication rituals
like stand-ups, reviews, and retrospectives, they rarely
formalize or promote structured, real-time note-taking
or the systematic sharing of meeting minutes. Yet,
these seemingly mundane practices serve as powerful,
underappreciated mechanisms of monitoring and control,
particularly valuable in distributed, fast-evolving
environments. Taking notes is also a hard cognitive task
that requires a certain level of skills [11], especially when
the notes are taken publicly.

Structured, real-time note-taking improves alignment.
When teams engage in live documentation during
meetings, it forces clarity of thought, anchors discussions
to decisions, and fosters mutual understanding. This
practice becomes a living trace of accountability: who
said what, when, and what was decided. Unlike memory-
dependent communication or undocumented stand-ups,
written notes reduce ambiguity and repetition, ensuring
that expectations and deliverables are tracked reliably. The
act itself sharpens focus and curtails vague commitments.

For geographically dispersed teams, a norm in
modern IT companies is that public note-taking tools like

Google Docs, MS Office, OneNote, Confluence, or even
Slack threads serve as essential coordination points [6].
They ensure that absent stakeholders, asynchronous
contributors, or non-native speakers can review, process,
and respond at their own pace. Public notes bridge time
zones and communication styles, reinforcing transparency
and inclusiveness. More critically, they build a collective
memory of decisions that outlast individual team members
or transient roles.

To leverage note-taking as a form of control and risk
mitigation [7], managers and project leads can adopt
several simple yet powerful techniques:

— Reflect decisions and action items in the notes;

— Revisit and update meeting minutes regularly to
track execution and flag delays;

— Share notes immediately after meetings, with access
controls and comment options to gather clarification;

— Assign a rotating note-taker to ensure shared
responsibility;

— Use consistent templates with sections like attendees,
topics, decisions, action items, deadlines, and blockers;

— Timestamp major points to correlate discussion with
progress or issues;

These shared documents evolve into living dashboards,
low-friction, low-cost control tools that help managers
monitor progress without micromanaging.

In David Allen’s Getting Things Done (GTD)
framework [9], a central idea states: “Your mind is
for having ideas, not holding them.” This principle,
although framed for individual productivity, has profound
implications for managerial efficiency and organizational
control systems. At its core, GTD advocates for capturing
information externally to reduce cognitive overload and
improve focus, exactly the function that meeting notes and
minutes serve in modern management.

In practice, written notes and structured meeting
minutes become essential extensions of the manager’s
control mechanism. They externalize decisions,
responsibilities, risks, and timelines in a way that verbal
exchanges never can. From a GTD perspective, this
creates a trusted system, a single source of truth that
can be reviewed, delegated from, and acted upon. This
clarity reduces rework, prevents miscommunication, and
enables consistent course of action — key components of
management efficiency.

More importantly, note-taking enhances a manager’s
monitoring and control capabilities. With well-maintained
minutes, managers can easily:

— Track progress against commitments;

— Identify unresolved issues or bottlenecks;

— Detect deviations from planned actions early;

— Evaluate individual and team accountability.

Such records serve as real-time documentation, not
only capturing what was said and decided, but enabling
proactive intervention before problems escalate. This
aligns with GTD’s emphasis on regular review cycles:
when meeting notes are revisited systematically, they
become feedback loops for strategic adjustments, capacity
planning, and performance assessment.

Conclusions. In distributed or high-velocity IT
environments, where teams are often asynchronous and
projects span multiple functions, the absence of formal
note-taking undermines alignment and creates operational
drag. GTD teaches that clarity is productivity, and meeting
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notes are the most underutilized, yet most powerful, clarity
tool at a manager’s disposal.

When implemented effectively, this simple act
transforms from a clerical habit into a high-leverage
managerial practice. It provides visibility, continuity,
and coherence three pillars of effective monitoring
and control. Therefore, any serious effort to improve
management efficiency must treat public note-taking and
meeting minutes not as optional formalities, but as core
infrastructure for organizational execution.

Effective monitoring and control in IT outsourcing
companies requires a balanced approach: leveraging
traditional tools while integrating systematic note-
taking and public documentation to enhance clarity and
accountability. The research highlights the underestimated
power of meeting minutes and shared notes in ensuring
alignment across remote teams. Future studies should
explore the integration of Al tools for automated note-
taking and predictive monitoring to further enhance
management efficiency in IT projects.
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