Project Status Report Instructions

This form is set up to allow the user to easily enter required information to report the status of their agency projects.  In the WORD version of this form, some of the cells are blocked which means that the user is not permitted to enter the field to change the data.  In the EXCEL version, some of the cells are set up to automatically perform calculations based on user input into one or more other cells.

Header

Double click on the Agency Name box and fill in (Agency Name) with the name of the agency for which the report is being created and hit ENTER key.

Introduction

Enter the PIJ ID and Title into the Project ID & Title box.  Enter the Report Period; e.g. 05/31/07 or Apr-Jun 2007.  Generally, the report period will be the previous month or the previous quarter, depending on reporting frequency.  

Enter the name of the Agency Project Manager and the Date that the report was completed.

Enter a one line summary of the Business Objectives from the PIJ, and the Project Start Date provided on the Notification of Startup form.

Enter the Project Sponsor from the PIJ and the Customer (Cust.) Project Manager, if applicable.

Overall Status

Enter the Project Component being reported on; unless the PIJ covers multiple years/phases, this is usually Overall.  Select a Green, Yellow or Red status for the overall project from the drop down list to the right of Progress (Color) Code. This code is used to indicate the overall likelihood of the project completing on time and within budget.  A (Color) code of (Green) indicates the project is in a good position to complete according to plan, (Yellow) a somewhat compromised position of completing according to plan, or (Red) a seriously compromised position of completing according to plan.  

Provide a brief summary of the status; e.g. On time and Under Budget.  Enter the Estimated (Est.) Project Completion Date provided at Startup unless formally amended.  

Project Milestone Status

When creating the initial status report, enter the Reference Number (Ref Nbr), Milestone description, and the Planned Start Date & Planned End Date for each milestone on the Notification of Startup form. Milestones & dates should not be changed on the report unless the project is formally amended.  When completing the status report, enter the Actual Start Date & Actual End Date for milestones that have started and/or completed.  For each milestone that has started, enter the Planned % Complete, which represents how far along you would expect this milestone to be at the time of the report; e.g. if the Planned End Date has passed, this should be 100%; if the Planned Start Date has passed, this would typically be greater than 0%.  For each milestone that has started, enter the Actual % Complete, which represents how far along the milestone actually is at the time of the report; e.g. if the milestone is complete, this should be 100%; if half the work is done, this should be 50%.  

In the EXCEL version of this form, the % Variance field will automatically populate; in the WORD version, compute the percentage variance by using the formula: Actual % Complete - Planned % Complete = % Variance.  A negative % Variance may indicate this aspect of the project is at risk of not completing on schedule. Determine whether the variance puts the project in (Green) a good position to be completed according to the plan, (Yellow) a somewhat compromised position of being finished according to the plan or (Red) a seriously compromised position of being finished by the planned completion date, and put an "X" in the box that applies.  

Key Accomplishments/Highlights

Enter major accomplishments or highlights of the reporting period. Please include a date indicating when the milestone was reached.
Key Issues/Actions

Enter any major issues and/or actions that were taken to address those issues during the reporting period.  Include a reference number if applicable. For every Red or Yellow status on the report, a narrative explanation of the problem and strategy for correcting it must be provided.  Please include a date indicating when the issue was resolved.
Major Risk Events/Risk Mitigation

Enter any known risks that are likely to impact project completion by the planned end date; e.g. technical, schedule, budget or other factors. Include a reference number if applicable. Enter an impact of High (H), Medium (M) or Low (L) for each identified risk, indicating how much of an impact the risk could have on the project.  Please include a date indicating when the risk was identified.
For every risk that has been identified, enter a risk mitigation strategy; e.g. a technical risk might be mitigated through training.

Tasks and Issues to Date

Optional fields, typically filled in when a Project Plan and/or Issues List is being used to manage the project.  Check with your GITA analyst if you're not sure whether this information needs to be provided. See Definitions for more information on how to complete these sections.

Fiscal Year Costs
Note:

· There are two different status sheets you may use – Word or Excel format
· Based on format, Use instructions and functions differ
Word Format:

· Best used for projects within one fiscal year (5 year version available from your GITA analyst)
· Does not auto calculate from Fiscal year section to Project Costs section 

· Does not auto calculate across columns Plan Total, Actual Costs, or % to Plan in either Fiscal year section or Project Costs section

Excel Format:

· Used for projects from one fiscal year to five fiscal years

· Should be used for projects that cross fiscal years 

· Auto calculates from Fiscal year section to Project Costs section 

· Auto calculates across columns Plan Total and Actual Costs, to  % to Plan in either Fiscal year section or Project Costs section

General instructions for both formats  
Enter the expenses planned in the PIJ for each fiscal year, in the Personnel, Professional & Outside Services and all Other Expenditures categories, in the column on the left under Plan Total.  Enter the actual expenditures in each corresponding category for the current fiscal year-to-date in the Actual Costs column.  In the EXCEL version of this form, the % to Plan and Total Costs will automatically populate.  In the WORD version, the Total Costs field will need to be filled in, with the sum of the 3 categories, in both the Plan Total and Actual Costs columns, and the % (of Actual) to Plan needs to be calculated for each of the 3 categories and for Total Costs.

Project Costs To Date

In the EXCEL version of the status report, this section will automatically calculate based on data entered into the 5 fiscal years. If using the WORD version of the status report, enter the expenses identified in the PIJ for the entire project, in the section on the bottom right under Plan Total. Expenses are grouped under the categories of Personnel, Professional & Outside Services and all Other Expenditures. Enter the actual expenditures in each corresponding category from the start of the project through the current reporting period in the Actual Costs column.  The Total Costs field will need to be filled in, with the sum of the 3 categories, in both the Plan Total and Actual Costs columns, and the % (of Actual) to Plan needs to be calculated for each of the 3 categories and for Total Costs. 

NOTE: if the project has operational as well as development expenses identified in the PIJ, some of those funds may not be available to the project to spend.  Please check with your GITA analyst if you're not sure how best to track/report on expenses. 

Contact Information

Provide the name, phone number and e-mail address of the Preparer of the report.
