Status Report Examples

Observations by Stephen F. Delahunty

Two good past examples of status reports, both for a Year 2000 project.  One is a longer report to the MIS Director, the other is an example of our weekly status update email to our CFO. 

From: Stephen F. Delahunty

Sent: Monday, March 09, 1998 5:39 PM

To: MIS Director

Subject: Project Brief

     The below is all off the Intranet with some additions.  I think that 

     plan looks good and detailed enough for our purposes.  I formulated 

     the plan based off several written resources.  I have added the 

     project to our Multi-Resource Projects area of the MIS project 

     portfolio.  

     We are already in the process of addressing the Year 2000 problem.  

     Part of the effort was gathering information for use in this project 

     and to be provided to corporate based on their formal request.   We 

     have done that but more data gathering has been added and needs to be 

     added.  At this point we are still obtaining data on all systems, 

     software, vendors, and suppliers.  The information will be used to an 

     conduct overall "self-test" of our Year 2000 readiness.  

     PURPOSE

     The purpose of this project is to address the requirements of Media 

     General Cable in regards to the Year 2000 problem. The outcome of the 

     project should be a state where-in we are prepared to transition to 

     the Year 2000 without any significant impact on our business 

     operations. 

     PROJECT PHASES

     There are six phases to this project, our Year 2000 Program:

        1 - Research

        2 - Assessment

        3 - Planning

        4 - Implementation

        5 - Testing

        6 - Deployment

     These phases will not all necessarily take place in strict order. For 

     instance, we may be deploying a patch or fix for one system while we 

     are still testing another upgrade solution.

     We have already started the research and assessment phases of this 

     project. There is a serious need to keep momentum on this project and 

     meet our assessment phase. To meet our research requirements, we need 

     to communicate with the managers and directors within the company. 

     This will allow them to have input to our efforts and identify their 

     mission critical systems. Another benefit is that they will become 

     part of the project and the solutions.

     PROJECT PHASE DESCRIPTIONS:

     to be completed and sent tomorrow:

        1 - Research

        2 - Assessment

        3 - Planning

        4 - Implementation

        5 - Testing

        6 - Deployment

     STATUS

     Currently, we are within the Research and Assessment phases of the 

     project. At this point, we need as much information as we can get 

     regarding the systems under our company control. This includes the 

     below items:

        - Mission Critical Systems (computers, hardware, etc)

        - Other Systems (computers, hardware, etc)

        - Vendors (software, hardware, etc)

        - Suppliers

        - Software Utilized

        - Data & Sources of any regular incoming information 

     Other questions need to be answered and communicated for the project. 

          - Which of the above systems, vendors, suppliers, software and/or 

          data sources do departments consider to be mission critical? 

          - Does the owner have paper or other systems or procedures in 

          place to provide a back-up in the event of failure of any of the 

          systems, vendors, suppliers, software? 

     We are not having our departments look at the Year 2000 problems now, 

     we just need a laundry list of systems etc. and answers to the 

     questions above. Also, as we speak with new vendors we will ensure 

     that they provide a Year 2000 compliance statement and provide a copy 

     of such to us in MIS.

     NEXT STEP

     After we have gathered information, and as we gather information, we 

     are conducting a "self-test".  The "self-test" is basically the 

     assessment phase of the project.  

     There are 15 sub-tasks in the "self-test" or Assessment Phase.  I have 

     also included more detail on these self-test sub-tasks in an 

     attachment I will send.  We are lacking in many areas of this 

     self-test, many that can be easily fixed.  This "self-test" is where 

     we should now be focusing our efforts.

        - Mission Critical Systems.

        - Mission Critical Tasks.

        - Senior Management Emphasis.

        - Project Manager.

        - Suppliers.

        - Customer Viewpoint.

        - Incoming Data.

        - Software Vendors.

        - Contracts.

        - Management Memos.

        - Insurance.

        - Staff Contingency.

        - Project Management.

        - Other Business Operations.

        - Impact Dates.

From: Stephen F. Delahunty

Sent: Friday, February 19, 1999 2:01 PM

To: CFO; Sys Analyst; Y2K Coordinator

Cc: MIS Director

Subject: Y2K Status Report - As of 19 February

     (1) WHEN WAS THE LAST STATUS REPORT

     Meeting on Monday 15 February, 1999.

     (2) QUICK REPORT

     ------------------------------------------------------------ 

     054  number of hardware items green and mission critical

     024  number of software items green and mission critical 

     022  number of vendors green and mission critical

     ------------------------------------------------------------ 

     009  number of hardware items red and mission critical

     005  number of software items red and mission critical 

     000  number of vendors red and mission critical

     ------------------------------------------------------------ 

     009  number of hardware items yellow and mission critical 007  

     number of software items yellow and mission critical 030  

     number of vendors yellow and mission critical 

     ------------------------------------------------------------  

     002  number of hardware items tbd and mission critical

     004  number of software items tbd and mission critical 

     077  number of vendors tbd and mission critical

     ------------------------------------------------------------  

     043  number of vendors with no response to letters yet 

     ------------------------------------------------------------ 

     179  total number of hardware items in the database

     142  total number of software items in the database 

     212  total number of vendors in the database

     ------------------------------------------------------------ 

     214  compliance documents on file in electronic format 

     ------------------------------------------------------------

     (3) WHAT DID THE TEAM ACCOMPLISH SINCE THE LAST STATUS REPORT

     - CFO Meeting.  Had a lengthy meeting with the CFO and MIS Director and new 

     incoming Systems Analyst on Y2K progress.

     - Research.  Majority of research is positive.

     - HP 3000.  Discussion on FLAPS, MMICs, to kill or not. 

     - Letters.  Follow up letters sent out, 43, all channels.  For future use 

     we established a 'trigger' of one month to receive responses in order to 

     send out follow up letters.  New vendor entries, compliance request 

     letters sent.

     - Database Changes.  Added two field pertaining to testing, comments and 

     file name.  Created a date field for report sorting to track changes to 

     the mission critical or compliance status fields as well as new item 

     entries.  

     - Manager Meeting Data.  Input the last of this data into the database. 

     - Channels.  CFO made determination for mission critical status.

     - Research.  Continued extensive research, downloads of data, input of data 

     into the database.

     - Date Edited Field.  Explain use of this in the database.

     - MIS Project Database.  Additions to database for y2k work.

     - Compliance Documents.  Downloads, scanning, instant reference 

     - Database Items.  Additional items added.

     - Richmond.  Interface with Richmond on some items.

     (4) INFORMATION ON SPECIFIC ITEMS AND COMPLIANCE

     - Compaq Servers.  All Compaq file servers now compliant, four were not, 

     Studio, Springfield, Mega, Test, all now green.

     - Norton AntiVirus for NetWare.  Upgraded version on all NetWare servers to 

     compliant version (Chantilly - Springfield - Studio - Mega) and also 

     upgraded virus patterns

     - Building UPS.  Sent email to the vendor to get information on status. 

     - Generators.  Not date reliant, are compliant for Y2K, green, both 

     Springfield and Chantilly.

     - Gasboy.  Hardware and software is compliant.

     - Xerox 7042 Fax Machines.  These are compliant (HR, Admin, PPV, Mega) 

     - RoadRunner.  All network infrastructure including Motorolla Cable 

     Routers, Compaq SMS servers, and Cisco equipment is compliant.

     - Leakage Detection System.  Old system and new system are compliant 

     along with dedicted PCs and application software.

     - Status Monitoring.  All dedicated PCs are compliant once we do an 

     upgrade (BIOS) of one PC, minor work.  All application software in use is 

     compliant.

     - General Instruments Inventory.  Documented exact equipment in use.

     - Tapscan.  Comprised of several software applications, one (CableScan 

     for DOS) is not compliant.  Vendor will install free upgrade.

     - Fredericksburg GI Controller.  This was upgraded and is compliant, 

     did extensive research on this.

     - Nexus.  Free DOS upgrade available in April 1999.  NetWare server 

     there must be upgraded, software, we had already purchased one copy 

     for $350.

     - NetWare.  Must order several more copies of NetWare Enhancement 

     Pack, each server must have one, 4 more, $1,400 total.

     - Rbase.  Query to find owners sent out, drop dead date for removal is 

     end of April, responses coming in already.

     - Field Operations.  All testing equipment is compliant.

     - Plant Power Supplies.  Compliant, 2,200 of these in the plant.

     - CableMaster Data Files Interface.  Getting sign-off from interface 

     'owners' per Convergys request.

     (5) WHAT ARE THE UPCOMING OR OUTSTANDING TASKS AND ISSUES 

     - See also the printout from project database

     - CEO Briefing.  Set a date of 28 Feb to provide a briefing to Tom 

     Waldrop on the status of the project.

     - Enterprise Management Server COR.  Awaiting internal approval and 

     eventual submission to Richmond.  Have submitted additional 

     justification.

     - Contingency Planning.  Draft a contingency plan for 31 Dec 99 

     staffing.  

     - Research.  Continue research on database items.

     (6) WHAT IS THE OVERALL STATUS OF YOUR TEAM?

     - Using a green / red / yellow stoplight analogy status code, we are 

     GREEN at this time.  This is mainly due to the huge amount of work done 

     in recent weeks to include increased staffing.  Need to get our 

     Enterprise Management Server approved and installed.

