Instructions for new OSI Monthly Report


Project Information – New

Much of the information in this section is the same information contained in the TOSU Independent Project Oversight Report (IPOR),

	Dashboard Rating:
	The Project’s assessment (using Red, Yellow, or Green indicator) of the overall state of the project.

	Project Manager:
	Name of State Project Manager

	Project Sponsor:
	Name of Sponsoring organization and Project Sponsor (e.g., CDSS – John Doe)

	Oversight Leader:
	Name of Oversight organization and Leader (e.g., ABC company – Jane Doe)

	Lifecycle Phase:  
	Current lifecycle of project (based on the OSI lifecycle phases)

	Project Budget:
	Current project budget

	Project Costs to Date (Actuals):
	Current expenditure to date

	Project Start Date:
	Date project started

	Project End Date:
	Date project is scheduled to end


Risks (Top 3) from Risk Radar

Information for this section can be copied from the project’s Risk Radar tool. If a project has not yet completed adoption of Risk Radar tool as the project’s risk tracking repository, fill in the required information using the project’s current risk repository.

	Rank:
	Ranking of the risks (1 thru 3) from Risk Radar

	ID:
	ID field from Risk Radar

	Risk Statement:
	Title and Description fields from Risk Radar. Risk Statement should be concise.

	Mitigation:
	Risk Mitigation Description field from Risk Radar.

	Impact:
	Impact field from Risk Radar.

	Prob.:
	Probability field from Risk Radar.

	Exposure:
	Red, Yellow, or Green indicator based on Risk Exposure from Risk Radar. The color can be determined by selecting Reports from the main menu, then the Cube and Description button, and then, for the specific risk, looking at the graph on the left for the color indicator.


Status Summary
Category: 
Categories are Scope, Schedule, Vendor/Project Resources/Staffing, Budget/Cost, Contracts, and Customer/Sponsor Satisfaction. Project shall report against these categories each month and indicate changes from previous month with an asterisk (*).  
Rating: 
Red, Yellow, or Green indicator based on the project’s assessment for each specific category.

OSI Action Req.: 
Indicate with an “X” whether OSI action is required to resolve an issue within the category. If OSI action is required, indicate in the comment field what action is needed r recommended.

Comments: 
Focus on any issues or significant events within the specific category. Additional guidance for each category is described below. Some of the information can be copied from the TOSU IPOR, if the project produces its own IPOR.
	Scope:
	Indicate any significant change(s) to the scope of the project.

	Schedule:
	Indicate any issues or significant events related to the project schedule, such as schedule slips or completion of major milestone. This section aligns with the Schedule section in the IPOR and those comments can be used to augment the comments for this category.

	Vendor/Project Resource/Staffing:
	Indicate any issues or significant events related to the vendor and project resources and staffing, such as high staff turnover, inadequate staff, etc. This section aligns with the Resources (Level of Effort) section in the IPOR and those comments can be used to augment the comments for this category.

	Budget/Cost:
	Indicate any issues or significant events related to the budget/cost, such as, cost overruns, funding issues, funding documents, etc. This section aligns with the Resources (Budget/Cost) section in the IPOR and those comments can be used to augment the comments for this category.

	Contracts:
	(New category) Indicate any issues or significant events related to the prime vendor or consultant contracts, such as, performance issues, reprocurements, etc

	Customer/Sponsor Satisfaction:
	(New category) Indicate any issues related to customer (e.g., counties, “Feds”) or sponsor (e.g., CDSS) satisfaction, such as, issues with project-customer/sponsor relationship, results from formal satisfaction surveys)


Issues (Top 3) from MTS II - New
Information for this section can be copied from the project’s MTS II tool, Action/Issue Tracking module. If a project has not yet completed adoption of MTS II tool as the project’s issues repository, fill in the required information using the project’s current issues repository.

	Rank:
	Ranking of the risks (1 thru 3)

	ID:
	ID field from MTS II, Action/Issue Tracking module

	Description:
	Description field from MTS II, Action/Issue Tracking module. Provide a concise description of the issue including current and on-going impacts to the project.

	Corrective Action:
	Provide a concise description of the corrective action taken or will be taken. This information may be in the Events tab of the specific issue within the MTS II. Action/Issue Tracking module.

	Priority:
	Priority field from MTS II, Action/Issue Tracking module.


Key Activities Completed During Current Reporting Period

Using a bulleted list, provide a description of significant activities/milestones completed during the reporting period. Refrain from providing a laundry list of on-going activities. 

Key Milestones Planned for the Next 90 Days

Provide a chronological list and description of major milestones (e.g., completion of lifecycle phases, M&O software releases, acquisition milestones, and system rollout milestones) for the next 90 days. For example:

June 10, 2004 – Unit testing Complete

June 21, 2004 – System Testing Complete

July 1, 2004 – User Acceptance Testing Complete

July 6, 2004 – Phase I System rollout begins

August 5, 2004 -  Phase I System rollout Complete
SIDdocs 3248

Page 1 of 2

