The templates below were generated by the Managing Multiple Projects class offered in Cincinnati, Ohio in January 2002.  The first (Status Report) was provided through the generosity of Rick Talbot, PMP, whose team modeled their classwork after his efforts. 

My apologies that one of the team efforts was illegible in the screen capture I did during your work.  The rest are incorporated below.  I also encourage you to peruse the work of your peers in other MMP classes available on the Postings Board.

Carl Pritchard

carl@carlpritchard.com
www.carlpritchard.com
	Project Name: 
	Project #:  

	Sponsor:  
	Manager:  

	Date Revised:  
	Revised by: 


	 Start Date
	
	Original Target  Date
	
	Revised Target Date
	
	2001 Release Dates
	 FORMDROPDOWN 



	Vital Project Component
	Grade
	Comments

	Schedule
	 NEXT  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT A
	

	Cost
	A
	     

	Scope Quality
	A
	

	Team Commitment
	A
	


Grading Scale: A = Progressing as Planned


D = Not Progressing as plan / Immediate review for resolution

                      B = Progressing as Planned with modifications
F = No Progress / High Level project evaluation required

                      C = Planned Progression in Jeopardy

Executive Summary

During last week the major highlights are:

· Project is slightly behind schedule due to additional reviews of the web page mockups.  These additional reviews should reduce the design time, and thus no corrective action is necessary.

· Conducted Placeware conference call with the external agents to prototype the web pages.

· An issue has arisen with the ability to interface with the ABC Company who only uses XYZ record layouts.

Milestones/Deliverables

Below is the status of the deliverables that were either recently completed or are actively being developed.

	Deliverable
	Planned Start Date
	Planned Completion Date
	Actual Start Date
	Target/Actual Completion Date
	Comments/ Status

	Storyboard
	9/10/01
	9/30/01
	9/14/01
	9/28/01
	On schedule

	Web Pages
	9/10/01
	12/03/01
	9/17/01
	12/10/01
	1 Week Behind

	Reports 
	10/01/01
	01/01/02
	10/3/01
	12/21/01
	1 Week Ahead

	Interfaces
	12/01/01
	02/02/01
	
	
	Not Started


Issues:

Issue: 

Date Reported: 

Reported By: 

Targeted Resolution Date: 

Actual Resolution Date:  

Impact:  

Action/Comments:
Deliverable Acceptance

Below are the deliverables that have been recently completed or will be completed in the next several weeks.

	Deliverable
	Completion Date
	Approval Date
	Earned Value
	Comments/ Status

	Storyboard
	9/25/01
	9/28/01
	$2,000
	

	Web Pages
	11/10/01
	Pending
	$4.235
	Core Team is reviewing

	Reports 
	
	
	
	

	Interfaces
	
	
	
	


Change Requests

Below are the change requests that have been recently submitted during the last several weeks.

	Change Request
	Submitted Date
	Approval/ Disapproval Date
	Schedule Impact
	Cost Impact
	Comments/ Status

	Submitted Quote Window
	11/14/01
	Pending
	500 hours
	$10,000
	Rick Wagner is reviewing

	Modify or Delete Submitted Quotes
	11/14/01
	Pending
	200 hours
	$4,000
	Christy Schuldt is reviewing

	
	
	
	
	
	

	
	
	
	
	
	


Plans for Next Week

COMMMENTS (SUMMARY OF THE CURRENT PROJECT STATUS, TO BE INSERTED INTO THE DATABASE): 
Snap-Shot of Events 

	Target Date Changed?  
	 FORMDROPDOWN 

	Date, if new:  To be determined with a new schedule.

	Grades Changed? 
	No
	If “yes”, note above

	Priority Changed?  
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Approval Changed?  
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Phase Changed?  
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Step With-in Phase Changed?  
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Sponsor Changed?  
	 FORMDROPDOWN 

	     

	Project Manager Changed?  
	 FORMDROPDOWN 

	

	Business Analyst Changed?  
	 FORMDROPDOWN 

	     

	Originating Business Area Changed?  
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	Issue Escalation Form

	ID:  Project ID: Name or Number
	Date Opened:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	Title: Unique Issue Identifier/Title
	Org. Target:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	Issue Description
	Current Target:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	
	Completion Date:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	
	<Note: Define “target” versus “completion date” and insert definition here>

	Initiator:
	Name/E-mail of Person who Identified Issue

	Owner:
	Name/E-mail of Person who Owns Related Tasks

	Assignee:
	Name/E-mail of Person responsible for resolution

	Recommended Resolution:
	As defined by Owner and Assignee

	Final Resolution:
	To be completed ONLY when outcome clear

	Risk Level before Resolution
	 FORMDROPDOWN 


	Projected Risk Level after Resolution
	 FORMDROPDOWN 


	Current Status
	 FORMDROPDOWN 



PROCESS:

1) Prioritize Issues

2) Central Repository

3) Tracking

4) Assign Owner

5) Tool for Issue Analysis

	Change Control – Project Change

	Requestor Name:
	Name/E-mail of individual requesting change

	Request Date:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	Change Description

	Reason for Change:


	Clearly define the business reasons for implementing the change, including names/e-mails of any critical players

	Change Impact:


	Specific savings/revenues to be realized as a result of the change or behavioral improvements promoted by the change

	Need by Date:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 

	Approved for Analysis:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	Functional Impact of Change:
	Functional Area affected:Name of Functional Organization
Functional Area affected:Name of Functional Organization

	Schedule Impact:
	# Days:   FORMDROPDOWN 


 FORMDROPDOWN 

	Cost Impact: 
	$ FORMDROPDOWN 


 FORMDROPDOWN 
, FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 


	Approved by:


	Name/E-mail of approving authority

	Signature:


	

	Denied by:
	Name/E-mail of responsible authority


	Signature:


	

	Deferred by:


	Name/E-mail of responsible authority

	Deferral Review Date:   FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	Signature:
	


NOTE: Please refer to process notes below.

Notes on applying the Change Control Template

1. Have a defined owner to approve request submittal

2. Complete the template

3. Review the database of changes

4. PM to make assignments, based on prioritization process

5. Perform analyses

6. Approve, deny or backlog the change

7. Implement the approved changes

8. If not successful, back out the change

	Change Request Template

	CHANGE REQUEST

	Project Name:
	Project ID: Name or Number

	Project Manager:
	Name/E-mail of project manager

	Requestor Name:
	Name/E-mail of individual requesting change

	Date:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	Description of Change:


	Full description of the nature of the change and how it will impact the project scope

	Reason for Change:


	Specific savings/revenues to be realized as a result of the change or behavioral improvements promoted by the change

	Date Required by:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	EVALUATION SECTION

	Routing:
	Name/E-mail of Evaluator

	
	Name/E-mail of Evaluator

	
	Name/E-mail of Evaluator

	
	Name/E-mail of Evaluator

	Impact Assessment
	

	    Cost:


	$ FORMDROPDOWN 


 FORMDROPDOWN 
, FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 


	    Schedule:


	# Days:   FORMDROPDOWN 


 FORMDROPDOWN 


	    Resource:


	# Resource-Days Affected:   FORMDROPDOWN 


 FORMDROPDOWN 

Name/E-mail of resource(s) affected

	    Risks:


	Specific risks created/affected

	Team Recommendation:
	 FORMDROPDOWN 


	Notes/Alternatives:


	Specific rationale for team recommendations or dates for deferred change

	APPROVAL SECTION

	Result:
	 FORMDROPDOWN 


	Sign-offs:
	Sponsor:
	Name/E-mail of Sponsor 

	Date: FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 

	Signature:
	

	
	PM:
	Name/E-mail of PM

	Date: FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 

	Signature:
	

	
	Customer
	Name/E-mail of Customer

	Date: FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 

	Signature
	

	Distribution:


	


	Time Reporting

	Name:
	Team Member Name
	Week Ends Sunday

	ID:
	Team Member ID or SSN
	Period

	Project ID:
	Project ID Number
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 


	Project Name:
	Project Name

	Phase:
	Project Phase

	Project Tasks:
	Task Name or WBS ID
Task Name or WBS ID
Task Name or WBS ID
Task Name or WBS ID
	Hours (Reg):   FORMDROPDOWN 


 FORMDROPDOWN 

                        FORMDROPDOWN 


 FORMDROPDOWN 

                        FORMDROPDOWN 


 FORMDROPDOWN 

                        FORMDROPDOWN 


 FORMDROPDOWN 
  
	Hours (OT):     FORMDROPDOWN 


 FORMDROPDOWN 

                         FORMDROPDOWN 


 FORMDROPDOWN 

                         FORMDROPDOWN 


 FORMDROPDOWN 

                         FORMDROPDOWN 


 FORMDROPDOWN 
   

	Non-Project Tasks:


	Task Name or Activity
Task Name or Activity
Task Name or Activity
Task Name or Activity
	Hours (Reg):   FORMDROPDOWN 


 FORMDROPDOWN 

                        FORMDROPDOWN 


 FORMDROPDOWN 

                        FORMDROPDOWN 


 FORMDROPDOWN 

                        FORMDROPDOWN 


 FORMDROPDOWN 
  
	Hours (OT):     FORMDROPDOWN 


 FORMDROPDOWN 

                         FORMDROPDOWN 


 FORMDROPDOWN 

                         FORMDROPDOWN 


 FORMDROPDOWN 

                         FORMDROPDOWN 


 FORMDROPDOWN 
   

	
	
	TOTALS:   FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 

	                     FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 


	Approval:

	PM:
	Name/E-mail of PM
	Initials:
	

	Management:
	Name/E-mail of Authority
	Initials:
	

	Return:

	Date:
	 FORMDROPDOWN 
  FORMDROPDOWN 


 FORMDROPDOWN 
, 20 FORMDROPDOWN 

	

	Reason:
	


Waterfall Schedule Template

1.0  Project Name

1.1 Project initiation

1.1.1 Business case

1.1.2 Charter

1.1.3 Scope

1.2 Project Planning

1.2.1 Requirements

1.2.2 WBS

1.2.3 Risk Assessment

1.2.4 Change Control

1.3 Project Execution

1.3.1 Analysis

1.3.2 Design

1.3.3 Development

1.3.4 Test

1.3.5 User Acceptance Test

1.4 Project Close

1.4.1 Lessons Learned

1.4.2 Closing Project

1.4.3 Wrap-up Party!

	Weekly Status Report

	Project Name 
	

	Project Number
	

	Overall Project Status 
	 FORMDROPDOWN 


	This Week’s Accomplishments
	

	Key Issues:
	

	Next Week’s Planned Accomplishments
	

	Closed Issues
	

	Number of Change Requests
	 FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 


 FORMDROPDOWN 
 

	Comments
	


