Status Reporting

Observations by Stephen F. Delahunty

I have reported status report type information to my supervisor, senior management, and stakeholders.  Most information has been provided via electronic mail.  But I have also used printed reports and meetings.  Meetings have included face-to-face, conference calls, and regular group meetings.  Electronic mail is an effective tool since helps to disseminate status reports since you can address the message to several recipients simultaneously.  I have found that it is good to follow-up a meeting with an email afterwards to record actions and discussions.  Another project information technique is a formal in-process-review (IPR).  This is more than a weekly meeting and has a set agenda and review of the milestones, project scope, timeline, etc.  

 

Status reports are key to a project.  I usually do these via email and sometimes through the use of software tools such as Microsoft Project.  Status reports are good to review the project "health" and should include:

     * date of last status report 
     * work accomplished since last report 
     * outstanding tasks and details on status for each 
     * budget update 
     * new issues since last report 
     * overall status of project

Microsoft Project has ways to facilitate project communications through the use of Project Central.  Without getting too detailed, on aspect of Project Central assists in getting status reports from the staff to the project manager.  These can then be rolled-up into a central status report that includes those from all the staff.  This is also a capability of Microsoft Team Manager, to build status reports.

 

Very often the budget update is a key piece of information that the recipient of the status report wants.  In government contracting we used the "burn rate" graphic extensively.  For projects in my commercial endeavors we always had to update our CFO on financial status of projects.

