
Sem 6thchemistryhons.Chapter3
Reportingpracticalandprojectwork
Themostcommontypeofprojectreport,aprojectstatusreportprovidesageneralstateofthe
projecttoitsstakeholders.Itquantifiesworkperformedandcompletedinmeasurableterms.It
comparesthiswithanestablishedbaselinetoseeiftheprojectisontrackor;ifadjustmentshave
tobemadeiftheprojectisbehinditsschedule.Itkeepseveryoneonthesamepageand
manageseachother’sexpectations.

Projectstatusreportsareaccomplishedtoservethefollowingpurposes;

1.tokeepanupdatedflowofinformationinrelationtotheproject’sprogress
2.toimmediatelyaddressissuesandconcernsthatmaycomeupatanypointoftheproject’s
implementationorduration
3.todocumentreasonsforchangesandadjustmentsmadetotheoriginalplanfortheproject
4.tomonitorfundutilizationandtoensurethattheprojectexpensesarestillwithinthebudget
5.toserveasabasisfordecision-makingandaddressingproblems
6.tokeeptrackoftheteam’sperformanceandindividualcontributions
7.toactasauniform procedureforcommunicatingprojectdevelopmenttothestakeholders.
Statusreportsaremosteffectivewhentheyfollow astandardform withpredefinedfieldsthat
needtoberegularlyupdated.Doingsowillsavetimeandprovideconsistencyandpredictability
oftheinformationthestakeholderswillreceiveaboutthestatusoftheproject.Forastatusreport
tobecomprehensive,itmustincludethefollowingelements:
Summary/OverallHealthoftheProject
Ataglance,thisportionofthestatusreportmustprovideanoverallideaofhow theprojectis
progressingwithoutgoingintotoomuchdetail.Apersonwhodoesnothavetimetoreadthe
entirereportthoroughlymustbeabletogetapictureofthecurrentstatusoftheprojectthrough
thesummaryofthestatusreport.

FactsontheProjectProgress
The status reportmustcontain fullinformation on accomplishments,timelines,and most
importantly,projectmilestones.Projectmilestonesarethecompletionofhighlyimportanttasks.
Theyserveasastandardofprojectprogressmanagement.Whatconstitutesaprojectmilestone
shouldbeidentifiedduringtheprojectplanningstage.

Targetvs.ActualAccomplishments
Itshouldpresentacomparisonbetweenwhathasactuallybeenaccomplishedversuswhatwas
supposedtohavebeenachievedatthispointoftheproject.Itshouldtelluswhethertheproject
isontrack,ifitisahead,orifitisbehindschedule.

Analysis
Foranyvariancesrecordedandreportedbetweenthetargetsandactualaccomplishments,an
analysisoftheimpactontheprojectshouldbemadeandpresentedinthestatusreport.The
reasonsforsuchdifferencesmustalsobestatedinthereport.

Action(s)Taken
Whathasbeendonetoaddressthevariances?Itisimportanttogiveanaccountofhowtheteam
addressedthevariancesandotherproblemsthatcameupduringtheperiodcoveredbythe
status report.Additionally,,the report must also include the expected milestones or
accomplishmentsforthenextstatusreport.

RisksandIssues
Thereportshouldcontainalltheproblemsandchallengesthattheteam facedandwhattheydid
toaddressthem.Thereportshouldalsoinform thestakeholdersofthecurrentriskstothe
project.

Resources



Thestateofresourceutilizationmustalsobepresentedinthestatusreport.Itshouldshowhow
theseresourceswereusedorconsumedonaperiodicbasis.Theforecastcanalsoshowifthe
team isrunningoutofresourcesandreplenishmentisneeded.

Budget
Justliketheresources,itisalsoimportanttopresentthefinancialaspectsoftheproject,most
especially,theutilizationofitsbudget.Stakeholderswillwanttoknow iftheprojectiswithin
budgetornot.Bepreparedwithexplanations,especiallyiftherearenotablevariancesinthe
budget.

Schedule
Indicatewhethertheprojectisoperatingwithinitsexpectedtimelines,andifitisnot,provide
reasonswhy.Thisisimportantsincedelaysorextensionsintheplanwillentailadditionalcosts
and resources.Additionally,the report must also include the expected milestones or
accomplishmentsforthenextstatusreport


