Frame of reference: Simulation Date is April 5, 2021
You are now in April and are working on your March yyyy status report. This is your third (monthly) report which requires you to review the start and completion dates of all the tasks to determine what you completed in the first Jan and Feb before you start thinking about doing the March status assignment.  

Procedure:
1. Open the provided POM 4 master file

2. Create a Word document for the status report, using the template on pg. 3 and guidelines on pg. 4
a. Status as of March 31, 2021 
b. Provide info in all blocks. Status report text boxes will expand as you type.
c. Do not repeat information that would have already been presented in the Jan and Feb reports. This mean you must determine what closed in March, what new start dates are in March, and/or what's been pushed out in time
d. "Root Cause of Variance" section: Role play 1 problem from February that you closed.
e. "Concerns" section: Make at least 1 observation per guidelines
f. Add a picture at the end of the updated tracking Gantt, using the custom “Summary Table view.”

3. Create an email
a. Introduce the status report by responding to questions 1 and 7 from page 620
i. Talk about VAC and actual cost of the project but do NOT over-burden the email with status report details. The email is more of a cover letter than a status report.
ii. Consider what you think your boss is most interested in based on the status information and the project priority matrix from the project introduction. 

Assignment Deliverables
· An email sent to angoliam@ecu.edu with the attached Word document
· An MSP file upload to Bb assignment

Technical Requirements
· Name both the Word and Project file: yourlastname-POM4
· You must change Line 1 of the provided .mpp file so it makes sense in the role play
· Status Report (Word document)
· Use (  ) rather than a “negative sign” to show unfavorable variances
· All decimal values < 1.0 and > -1.0 must have a zero before the decimal point.
Example:  0.92 is correct whereas .92 is not.

Limits and Exclusions
· Only use the provided MS Project file; do not use what you created this semester.
· Status report may not exceed one page. Be concise.
· Feedback request not needed as status reports are understood to be an information update.


Status Report Template
(copy and paste into a new document – then delete this note and title)

	Project Name:                        
	Report Date:             

	Project Manager:
	Report Period:

	Project Start Date:
	Baseline Completion Date:

	Project % Complete: 
	Anticipated Completion Date:



Executive Summary 
	

	PV:  
	EV:  
	BAC:
	SV: 
	CPI:

	AC:
	CV:
	EAC:
	VAC(f):
	TCPI:



Other Accomplishments Not Included in Executive Summary
	



Planned but Not Accomplished This Reporting Period
	



Root Cause of Variance – explain why critical path tasks not accomplished and plan to prevent recurrence
	



Planned for Next Reporting Period
	



Concern(s) for Upcoming Critical Path Tasks or Project Deliverables
	





Status Report Guidelines

Overview
Status reports are provided on a regular basis over the life of a project. For long projects, this is usually monthly; for short projects, it may reduce to weekly or daily. The point of management asking for status reports is to make sure the Project Manager understands what’s going on in the project and is adapting accordingly. Any significant deviation from plan needs a corrective action (to prevent future failures) and a plan to get back on track. 

Executive Summary (Text reference: POM 4a Q1, Q4, Q5, Q7)
[bookmark: _GoBack]State your major accomplishments for the reporting period.  Don’t bore management with excess, trivial stuff.  Upper management is interested in big picture stuff like “are we on time” and “are we within budget?”  Stating you're behind schedule and/or over budget is not acceptable without a plan to mitigate the impact. You must utilize earned value indicators to explain your project and defend your situation. You need to be direct when discussing project status; don’t be vague. 
 
Other Accomplishments This Period (Text: Q2)
This is where you list other accomplishments not in the Executive Summary.  You have to look at the project plan and figure out what was due in the current report period - do not restate prior period results.

Planned but not Accomplished (Text: Q2)
Look at the project plan and figure out what was due in the current month but not completed. Baseline critical path items that were supposed to start (but not finish this month) should also be mentioned.

Root Cause of Variance
Imagination and role playing are required: look at what’s happened and try to explain why. More importantly, explain what you’re going to do different (as a PM) to prevent future problems.  Do not use “try harder, do better” for a corrective action as it means that you haven’t been leading very well so far and all you have is hope, not a plan. Think process and methods, not threats and whips, and present a concrete action plan.

Planned for Next Reporting Period
What tasks will be worked on (started and/or completed) during the next month? 

Concern(s) for Upcoming Critical Path Tasks or Project Deliverables
Review risk management plan, project slack, and network sensitivity. Any problems?
POM 4 Instructions 
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Tracking Gantt with POM 4 Summary Table as of March 31, 2020 (example only)
[image: ]

image1.emf
ID Task Name Duration Start Finish Free Slack

1 1 POM+ Part 4 Status Report 

Solution v2020.1

144 days 1/6/20 7/28/20 0 days

2 1.1 R&D Product Development 53 days 1/6/20 3/19/20 0 days

3 1.1.1 Survey Market Needs 22 days 1/6/20 2/5/20 0 days

4 1.1.2 Set product specs 20 days 2/3/20 2/28/20 0 days

5 1.1.3 Produce Shelf life report 10 days 3/2/20 3/13/20 0 days

6 1.1.4 Produce Nutrition report 4 days 3/16/20 3/19/20 0 days

7 1.2 Select fruit suppliers 20 days 3/20/20 4/16/20 1 day

8 1.3 Initial Production 90 days 3/2/20 7/7/20 0 days

9 1.3.1 Rehabilitate Equipment 35 days 3/2/20 4/17/20 0 days

10 1.3.2 Run Production Trials 15 days 4/20/20 5/8/20 0 days

11 1.3.3 Run Quality trials 20 days 5/11/20 6/8/20 0 days

12 1.3.4 Develop Quality metrics 5 days 6/9/20 6/15/20 0 days

13 1.3.5 Conduct Quality Training 15 days 6/16/20 7/7/20 0 days

14 1.4 Distribution 70 days 3/20/20 6/26/20 6 days

15 1.4.1 Conduct Market testing 30 days 3/20/20 4/30/20 0 days

16 1.4.2 Develop Package design 15 days 5/1/20 5/21/20 31 days

17 1.4.3 Select distributors 25 days 5/22/20 6/26/20 6 days

18 1.5 Legal 20 days 5/1/20 5/29/20 6 days

19 1.5.1 Complete FDA certification 15 days 5/1/20 5/21/20 6 days

20 1.5.2 Register Trademark 5 days 5/22/20 5/29/20 11 days

21 1.6 Prepare product launch 15 days 7/8/20 7/28/20 0 days
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