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1. Introduction

1.1 Purpose

The purpose of Project Status Summary Report instructions is to provide a consistent approach when developing project status reports and reporting on project activities.  
1.2 Scope

These Project Status Report Instructions identifies the steps followed to create, update, and publish a report.
1.3 Acronyms

	ID
	Identification

	IPOR
	Independent Project Oversight Report

	OISPP
	California Office of Information Security & Privacy Protection

	OSI
	Office of Systems Integration

	
	


1.4 Document Maintenance

This document will be reviewed annually and updated as needed. This document contains a revision history log. When changes occur, the document’s revision history log will reflect an updated version number as well as the date, the owner making the change, and the change description will be recorded in the revision history log of the document. 

2. Monthly Report Instructions
The following table contains instructions in developing or revising a monthly report.  See sample report located in Appendix A.
Project Information

Much of the information in this section is the same information contained in the Independent Project Oversight Report (IPOR).
	Field
	Instruction

	Dashboard Rating

	The project's assessment (using Green, Yellow or Red indicators) of the state of the project.  The rating is based on a summary of all of the categories listed under the Status Summary section.  The following is an example of how to calculate the Project Overall Dashboard rating of the project.
Legend

Green = On time (0% late)

Yellow = Late (1% to 4% late)

Red = Very Late (5+% late) 

Example:

3 categories are Green  = 0% late each
2 categories are Yellow  = 1 is 1% late and 1 is 3% late 

1 category is Red =   5% late
 

3  categories are Green     3 x 0% = 0%

1  category Yellow is          1 x 1% = 1% 

1  category Yellow is          1 x 3% = 3% 

1  category is Red is           1 x 5% = 5%
                                           6  divided by  9% = 1.5%

 1.5% is yellow therefore,
 Project Overall Dashboard rating is Yellow

	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 (Actual)
	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 obtained 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.

	Field
	Instruction

	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

	Probability
	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
	Field
	Instruction

	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 or 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 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, re-procurements, 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
Information for this section can be obtained 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.
	Field
	Instruction

	Rank
	Ranking of the action/issues (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 list of every 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, 2XXX – Unit testing Complete

June 21, 2XXX – System Testing Complete

July 1, 2XXX – User Acceptance Testing Complete

July 6, 2XXX – Phase I System rollout begins

August 5, 2XXX – Phase I System rollout Complete

Appendices
<Consult the ITO Policy for instructions on how to post to the Intranet>
Template Instructions:   

This template is color coded to differentiate between boilerplate language, instructions, sample language, and hyperlinks. In consideration of those reviewing a black and white hard copy of this document we have also differentiated these sections of the document using various fonts and styles. Details are described below. Please remove the template instructions when the document is finalized.

Standard boilerplate language has been developed for this management plan. This language is identified in black Arial font and will not be modified without the prior approval of the OSI Project Management Office (PMO). If the project has identified a business need to modify the standard boilerplate language, the request must be communicated to the PMO for review. 

Instructions for using this template are provided in blue Times New Roman font and describe general information for completing this management plan. All blue text should be removed from the final version of this plan.
Sample language is identified in red italic Arial font. This language provides suggestions for completing specific sections. All red text should be replaced with project-specific information and the font color replaced with black text.
Hyperlinks are annotated in purple underlined Arial text and can be accessed by following the on-screen instructions. To return to the original document after accessing a hyperlink, click on the back arrow in your browser’s toolbar. The “File Download” dialog box will open. Click on “Open” to return to this document.
Appendix A -  Sample Project Status Summary Report
	<Insert Project Name>  Project Status Summary

<Insert report month and year>

	Project Information

	Dashboard

Rating
	Project Manager: 
	Project Budget: $xx.x M

	
	Project Sponsor: <Sponsor Name>  
	Project Costs to Date (Actuals): $xx.x M

	GREEN
	Oversight Leader: <Company Name – lead individual>
	Project Start Date: 7/01/20XX

	
	Lifecycle Phase:  Implementation
	Project End Date: 5/31/20XX

	Risks (Top 3) from Risk Radar

	Rank
	ID
	Risk Statements
	Mitigation
	Impact
	Prob.
	Exposure

	1
	75
	Title. Description
	· 
	Significant
	50%
	Yellow

	2
	76
	
	· 
	Critical
	25%
	Yellow

	3
	59
	
	· 
	Critical
	20%
	Yellow

	Status Summary

	Category 

( * - changed from last period)
	Rating
	SID Action Req.?
	Comments (Focus on any issues or significant events within the specific categories)

	Scope
	Green
	
	

	Schedule * [ref: IPOR – Schedule]
	Green
	
	

	Vendor/Project Resources/Staffing * [ref: IPOR – Resources (Level of Effort)]
	Green
	
	Consultant staff reductions are on-going as the project winds down and transitions to the M&O phase. One implementation manager rolled-off the project in May. Several new state positions are planned for FY 20XX/20XX, but a hiring freeze may impact these plans.

	Budget/Cost [ref: IPOR – Resources (Budget/Cost)]
	Green
	
	

	Contracts * (Prime/Consultants)
	Yellow
	X
	Withholds are being assessed against the prime vendor because of deficiencies. 

	Customer/Sponsor Satisfaction
	Green
	
	


	Issues (Top 3) from MTS II

	Rank
	ID
	Description
	Corrective Action
	Priority

	1
	979
	Description
	· 
	High

	2
	
	
	
	

	3
	
	
	
	

	Key Activities Completed During Current Reporting Period

	· M&O Consulting Services ITPP Approved

· RFO for short term <Project Name> Consulting Services released

	Key Milestones Planned for the Next 90 Days



	· Design, Development, and Implementation Readiness – the Project Team will continue to expand on Design, Development, and Implementation details, as well as to develop new processes that will be needed at the start of <project name> implementation.
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