Managing Multiple Projects

Assignment #5


Program Status Reporting Template
Program Name:  


                         
Program Manager: ______________
Date agreed to: _________________

Executive Summary:
The project team has identified the need put in place a standard project status template to be used by all Project Managers to communicate to all stakeholders.  Without this template, Project Managers were using various methods, frequency, and nomenclature to provide the status updates to the stakeholders. 
The objective of restructuring is to replace inefficiencies and confusion that is being generated amongst the stakeholders, who have adjust to a different status report for their projects.
Process Steps
The following process steps will be used to baseline a project approach for stakeholders to review. The intent is get agreement on a synergized approach. 
Below is a brief description of each of the status reporting elements that will be required to integrate a streamlined approach to status reporting for multiple projects.
1. Program Description:
a. Type in the name of the program. 
b. Ensure that you type in the executive sponsors name
c. Give a brief description of the project

d. Identify that name of the 

2. Accomplishments Last Two Weeks:
a. Identify which phase of the project you are in

b. The accomplishments should link to the last status report showing “planned activities for the next two weeks” (see below) 

3. Planned Activities for Next Two Weeks:
a. Identify which activities are coming up

b. Ensure that activities have owners and dates assigned

c. The activities should be key activities related to “upcoming key milestones” (see below)

4. Schedule, Scope, Percent Complete, Resources, Risk 
a. This is a simple RED, YELLOW, GREEN status

b. See legend at the end of this document that defines RED, YELLOW, GREEN (can be modified and agreed to by all stakeholders).

5. Top Issues:
a. Issues

i. Document the issue as briefly as possible, but with clarity 
(example: network HW delayed by customs)
ii. Issues must also be in an issue log, not stand alone on this chart. That is where more detail on the risk can be documented.
iii. Issues are not risks, but they may be risks that have been realized; (the point is keep them separate)
iv. If they were risks that have now become issues, this is the time to use the mitigation from the risk mitigation plans
v. Document estimated date to resolve

b. Mitigation

i. Identify briefly what is being done to mitigate
(example: ) 
ii. Identify an owner

6. Top Risks

a. Risks

i. Document the risk as briefly as possible (example: Network HW delay at customs)
ii. Risks must be documented in a risk log, not stand alone on this chart. That is where more detail on the risk can be documented.
b. Mitigation

i. Mitigations must be brief again

ii. Identify an owner 

7. Upcoming Key Milestones
Since there may be too many milestones to list in this chart, the intent is to get visibility to stakeholders on key milestones that will either impact them or that they are responsible to help accomplish. Limit your milestones to only those that will garner the most leverage to keep your project moving forward 
Program Status Report
The program status report is a single page document, which is done in PowerPoint. This status report is a common view to engage multiple stakeholders on multiple projects.
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Project Status Definitions

	Color Legend

	
	Red
	Project has significant risk to baseline cost, schedule, or project deliverables.
Current status requires immediate management involvement.

	
	Yellow
	Project has a current or potential risk to baseline cost, schedule, or project deliverables.
Project Manager will manage risks based on risk mitigation planning.

	
	Green
	Project has no significant risk to baseline cost, schedule, or project deliverables.
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