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Enterprise Project Management Office (EPMO)
Status Reporting Checklist


Overview:
The Enterprise Project Management Office (EPMO) has created the Status Reporting Checklist to assist the Project Manager (PM) with entering status report (Snapshot) data into the Project Portfolio Management (PPM) tool. Status Reports must be submitted monthly to the EPMO Quality Assurance (QA) staff. The schedule for the status report submittal is posted on the EPMO website. 
This document is intended to help the PM improve the quality of submitted data by outlining steps the PM should take in addressing all tabs that need to be validated and information that needs to be updated in the PPM Tool. 
Your experience during the monthly status reporting process is very important to the State Chief Information Officer (SCIO) and is vital in supporting the efforts of the EPMO to improve the quality of the status report information.
Background Information:
For projects over $500K (total investment / total lifecycle cost) and projects attached to programs, project status reports must be submitted monthly to the EPMO QA staff for an assessment. Agencies may have additional status reporting requirements. Please check with your agency PMO for instructions or additional information.
A status report can be completed and assessed while the project is in an approval state. 

Often PM’s or the EPMO refer to the status report as a “Snapshot”. The “Snapshot” does not occur when the PM submits the status report for the EPMO QA assessment. The EPMO QA Assessor first reviews the status report and finalizes the report findings by:

· logging appropriate issues in the Issue / Risk tab,

· logging comments on the associated Status Indicators,

· storing a copy of the status report.
The Snapshot is created when the QA Assessor moves the project forward to the next reporting month.
The information in the PPM Tool for all tabs should be current for the month you are submitting the status report. If you are behind in submitting status reports, please work with your Project Management Advisor (PMA) to get the status reports up to date.

Purpose of the Document:
This document was created knowing that each agency has their own internal process for submitting status reports. This document is intended to assist the PM in submitting their status report to the EPMO QA with fewer errors and more complete information. Fewer errors and more complete information can translate to fewer issues opened by the EPMO QA Assessor.
The Status Reporting Checklist document provides the following functionality:

1. A set of FAQ’s (frequently asked questions) on the PPM Tool and monthly status reporting.

2. An in depth description of the PPM Tool tabs and fields that need to be updated or completed prior to submitting the monthly status reports.

3. An opportunity for agencies with a PMO to use the document as part of their internal QA process to check monthly status reports.

How to use the Document
1. Determine the type of status report to submit based upon the phase of the project. Proceed to that section using the Table of Contents.  
2. The document was created with flexibility in mind. The document can be used in several different ways. For example:
a. The PM can use the document to understand all the requirements for doing a status report and submit the status report with fewer errors.

b. The agency PMO can use the document with their internal status report processes to perform a preliminary status report assessment prior to the EPMO QA assessment.
c. The document can be used to answer questions around status reports in relation to specific tabs in the PPM Tool.
3. The “Benefits” Tab, “Risk: Tab, “Strategic Impact” Tab and the “Project Information” Tab are not requirements for the status report and will not be reviewed by the EPMO QA Assessor, however, it is best practice to update these fields on a monthly basis to ensure the project information is up to date. These tabs are reviewed as part of the Gate Review and Approval process.
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1. 0 Status Reporting During the Initiation Phase



During the Initiation Phase, the PM does not submit any status reports. However, the PM must track all cost expended on the project. While the project is in the Initiation Phase, the Status Tab will not be displayed.
	Step
	Done 

(
	Action
	PM Comments
	Agency QA Comments

	1
	
	Keep track of all hours incurred on the project.
	
	

	2
	
	Keep track of all cost incurred on the project.
	
	

	3
	
	Keep track of all work (accomplishments and deliverables produced) during the Initiation Phase.
	
	


2.0 Status Reporting During the Planning & Design Phase



2.1 Status Reporting for Initiation Phase Rollup

If the project is approved by the EPMO Director to submit a single status report for the actual cost and hours of the Initiation Phase, the PM must complete the status report within 30 days after the project has received approval from the SCIO to enter the Planning and Design Phase. This status report will be the first status report submitted during the Planning & Design Phase.

After the EPMO QA Assessor has finalized the Initiation Phase Rollup Report, he (she) will move the project forward to the month the project started performing Planning & Design Phase activities. 
· It is important to note that the first month the project started performing Planning & Design activities may not be the same month the project received Gate 1 approval.  
· It is important to note that if the project is behind in status reporting:

· The month the project was advanced to may not be the same as the current calendar month. 
· The PM will need to have an approved corrective action plan to get the status reports current.

	Initiation Phase Rollup Examples

	Ex  
	Today’s Date
	Initiation Started
	Gate 1 Approved 
	P & D Started  
	Initiation Rollup Report Can Be Done for Months 
	Individual Status Reports To Be Done

	1
	08/01 
	May 
	June 
	June
	No rollup
	May, June, July, August through the end of Implementation

	
	
	
	
	
	
	

	2
	08/01
	May
	August
	July 
	May, June
	July, August through the end of Implementation

	 
	
	 
	
	 
	 
	

	3
	 08/01
	May 
	August
	August
	May, June, July 
	August through the end of Implementation

	
	
	
	
	
	
	

	4
	10/01
	May
	October
	July
	May, June
	July, August through the end of Implementation


Additional information on Status Reporting for Initiation Phase Rollup can be found in the document “Project Status Reporting Process”, Section 3.6 Initiation Status Report Rollup. This document can be found on the EPMO website or the “NC Help Section” of the PPM Tool.

Table Instructions: 

1. The Agency Reviewer table will be used by the agency PM to note information about the project and who reviewed the project status report prior to the PM submitting the status report to the EPMO QA

2. The Initiation Rollup Report table will be used to capture PM or Agency QA comments during the agency QA status report review.

a. The “Done” column should be checked if the field data has been reviewed and all comments have been noted and addressed.

b. The “PM Comments” column can be used by the PM to make notes on the project as it relates to the monthly status reporting.
c. The “Agency QA” Comments column can be used by the Agency QA Reviewer to note comments to the PM to make modifications or request additional information. 

	Agency Reviewer Information

	Agency
	

	Project Name
	

	Project Manager
	

	Date Reviewed
	

	Agency Reviewer
	


	Initiation Rollup Report 

	Step
	Action
	Done 

(
	PM Comments
	Agency QA Comments

	1
	Discuss the project timeline with the assigned PMA. If the assigned PMA agrees that a rollup report is appropriate, the PMA will submit an email to the EPMO Director and cc the PM and Agency PMO requesting the Initiation Phase be rolled up into one report.
· Approved – If the EPMO Director approves the Rollup Plan, continue with the step 2 (below in this table).

· Non Approved – If the EPMO Director does not approve the Rollup Plan, you must submit individual status reports. Go to section 2.2 and follow the process. 
	
	
	

	Status Tab

	2
	Change the Project Status report Step to “Preliminary”.
	
	
	

	Project Information Tab

	3
	Navigate to the Audit Trail on the Workflow screen. Review the comments that may have been made by any of the Statewide Approvers during the Gate 1 Review. If any issues or risks have been documented  by the any of the Statewide Approvers create the appropriate Issues or Risks on the Issue / Risk Tab.
	
	
	

	Issue Risk Tab

	4
	Update all open Issues on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	5
	Update all open Risks on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	Project Information Tab

	6
	Review the Project Information Tab to ensure that all data is accurate. Pay special attention to the information listed under the Project Charter Section.
Make updates where appropriate.
	
	
	

	Risk Tab

	7
	Review the Project Information Tab and review the Risk Tab to see if the project risks need to be modified. 

Make updates where appropriate.
	
	
	

	Document Management Tab

	8
	Update the Staffing Plan with the actual hours and actual cost incurred for the Initiation Phase.
	
	
	

	9
	Load the Staffing Plan into the Document Management Tab.
	
	
	

	10
	The PMA assigned to the project must complete the Project Manager Interview process. The PMA must load the PM Interview form into the Document Management Tab.
	
	
	

	Budget Cost Tab

	11
	If the budget on the Budget Cost Tab was entered at any level other than level 4, the PM must move the budget to level 4 for reporting.
	
	
	

	Benefits Tab

	12
	If the benefits dollars on the Benefits Tab were entered at level 1, the PM must move the benefits to level 2 for reporting.
	
	
	

	Strategic Impact Tab

	13
	Verify that the categories of benefits are in line with the benefits on the Strategic Impact Tab listed under:

· Revenue Generation 

· Cost savings
	
	
	

	14
	Review the Strategic Impact Tab. Make updates where appropriate.
	
	
	

	Schedule Tab

	15
	Update the Initiation Workflow Forecast Date.
	
	
	

	16
	Update the Initiation Workflow to be 100% complete.
	
	
	

	17
	Update the Planning & Design Workflow Forecast Date.
	
	
	

	18
	Update the Milestones for the Initiation Phase and the Planning & Design Phase.
	
	
	

	19
	Update the Milestone Forecast Dates for the Initiation Phase.
	
	
	

	21
	Update the Milestone Forecast Dates for the Planning & Design Phase.
	
	
	

	21
	Update the Actual % Complete for the entire project.
	
	
	

	Cost Tracking Tab

	22
	Go to the Cost Tracking Tab level 4.
	
	
	

	23
	Enter the Actual Cost for the Initiation Phase (at level 4) and update.

Note 1: The Actual Cost will replace the forecast when the PM hits update on the Cost Tracking Tab. 

Note 2: If you have no Actual Cost for the month, you must enter “$0” so that the Cost Forecast for the current month will be updated.
	
	
	

	24
	Go to the Cost Forecast on the Cost Tracking Tab level 4.
	
	
	

	25
	Place zeroes on the Cost Forecast Tab for the remaining months in the Initiation Phase and update.  

The PM must move any dollars that were forecasted for these months out to the correct month, in the correct phase, so that the Forecast Cost TC is the same as when the project went through Gate 1.   
	
	
	

	26
	If you have forecasted dollars for phases other than the Initiation Phase during the Initiation Phase period, you must modify the budget to put the dollars in the correct project month for that phase.
	
	
	

	Document Management Tab

	27
	Load any supporting documentation to the Document Management Tab
	
	
	

	Status Tab

	28
	If you need to make comments to the EPMO QA Assessor, place comments on the Jellybeans and update.

Note:  A suggested best practice is to place comments in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update and to enter the most recent comment at the top of the text box.
	
	
	

	29
	Enter the Phase Actual Hours under the Initiation Phase Cost. 
Note 1: Ensure the Initiation Phase “Actual Hours” field is updated.

Note 2: For the Initiation Phase you do not enter the Initiation cost on the Status Tab.
	
	
	

	30
	Update the Business Functional Requirements. This is the number of high level requirements on the Project Information Tab. 
	
	
	

	31
	Enter the Accomplishments for this period. Be sure to address each item listed in the “Plans for Next Period” section of the previous status report.
	
	
	

	32
	Enter the Plans for Next Period.
	
	
	

	33
	If you agency does not conduct an internal agency review, proceed to step 36.
	
	
	

	34
	If your agency conducts an internal agency review process for status reports, change the Project Status Report step to “Agency Review”.
	
	
	

	35
	Select update at the bottom of the screen. The agency QA Reviewer will follow the agency review process.
	
	
	

	36
	Change the Project Status Report Step to “QA Review”.
	
	
	

	37
	Select update at the bottom of the screen.
	
	
	

	38
	Your status report has now been submitted to the EPMO for the QA Assessment.
	
	
	


2.2 First Status Report for the Planning & Design Phase
This section will only be used for a status report for the Planning & Design Phase when the project did not submit an Initiation Rollup Status Report. The project needs to report the Initiation Phase activities and cost along with the first months Planning & Design activities and cost.
Table Instructions: 

1. The Agency Reviewer table will be used by the agency PM to note information about the project and who reviewed the project status report prior to the PM submitting the status report to the EPMO QA
2. The First Planning & Design Status Report table will be used to capture PM or Agency QA comments during the agency QA status report review.
a. The “Done” column should be checked if the field data has been reviewed and all comments have been noted and addressed.

b. The “PM Comments” column can be used by the PM to make notes on the project as it relates to the monthly status reporting.
c. The “Agency QA” Comments column can be used by the Agency QA Reviewer to note comments to the PM to make modifications or request additional information. 

	Agency Reviewer Information

	Agency
	

	Project Name
	

	Project Manager
	

	Date Reviewed
	

	Agency Reviewer
	


	First Planning & Design Status Report

	Step
	Action
	Done 

(
	PM Comments
	Agency QA Comments

	Status Tab

	1
	Change the Project Status report Step to “Preliminary”.
	
	
	

	Project Information Tab

	2
	Navigate to the Audit Trail on the Workflow screen.  Review any comments that may have been made by Statewide Approvers during Gate 1 Review.  Create the appropriate Issue or Risk on the Issue / Risk Tab.
	
	
	

	3
	Verify the project start date on the Project Information Tab matches the project start date on the Schedule Tab.
	
	
	

	Issue Risk Tab

	4
	Update all open Issues on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	5
	Update all open Risks on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	Project Information Tab

	6
	Review the Project Information Tab to ensure that all data is accurate.  Pay special attention to Business Goals and Project Goals.  Make updates where appropriate.
	
	
	

	Risk Tab

	7

	Review the Project Information Tab and review the Risk Tab to see if the project risks need to be modified. 

Make updates where appropriate.
	
	
	

	Document Management Tab

	8
	Update the Staffing Plan with the actual hours and actual cost incurred for the P & D Phase.
	
	
	

	9
	Load the Staffing Plan into the Document Management Tab.
	
	
	

	10
	The PMA assigned to the project must complete the Project Manager Interview process. The PMA must load the PM Interview form into the Document Management Tab.
	
	
	

	Budget Cost Tab

	11
	If the budget on the Budget Cost Tab was entered at any level other than level 4, the PM must move the budget to level 4 for reporting.
	
	
	

	Benefits Tab

	12
	If the benefits dollars on the Benefits Tab were entered at level 1, the PM must move the benefits to level 2 for reporting.
	
	
	

	Strategic Impact Tab

	13
	Verify the categories of benefits are in line with the benefits on the Strategic Impact Tab listed under:

· Revenue Generation 

· Cost savings
	
	
	

	14
	Review the Strategic Impact Tab. Make updates where appropriate.
	
	
	

	Schedule Tab

	15
	Update the P &D Workflow Forecast Date.
	
	
	

	16
	Update the P & D Workflow % complete.
	
	
	

	17
	Add new or revise existing Milestones for the P & D Phase.  
	
	
	

	18
	Update the Milestone Forecast Dates for the P & D Phase.
	
	
	

	19
	Update the Actual % Complete for the entire project.
	
	
	

	Cost Tracking Tab

	20
	Go to the Cost Tracking Tab level 4.
	
	
	

	21
	Enter the Actual Cost for the P & D Phase (at level 4) and update.

Note 1: The Actual Cost will replace the forecast when the PM hits update on the Cost Tracking Tab. 

Note 2: If you have no Actual Cost for the month, you must enter “$0” so that the Cost Forecast for the current month will be updated correctly.
	
	 
	

	22
	If you had Actual Cost other than the approved budget (higher or lower) and the phase budget will remain the same, you need re-forecast the P & D Phase budget. Go to the Cost Forecast on the Cost Tracking Tab level 4.
	
	
	

	23
	Validate:

     the cost forecast 

  + the actual cost already incurred 

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

    must equal the phase budget. 
	
	 
	

	Document Management Tab

	24
	Load any supporting documentation to the Document Management Tab.
	
	
	

	Status Tab

	25
	If you need to make comments to the EPMO QA Assessor, place comments on the Jellybeans and update.

Note:  A suggested best practice is to place comments in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update and to enter the most recent comment at the top of the text box.
	
	
	

	26
	Update the Phase Actual Hours under the Planning & Design Phase Cost. 
	
	
	

	27
	Update the Hours under the Planning & Design Phase Cost.
	
	
	

	28
	Update the Dollars under Planning & Design Phase Cost.
	
	
	

	29
	Update the Business Functional Requirements. This is the number of high level requirements identified on the Project Information Tab.
	
	
	

	30
	Update the Accomplishments for this reporting period.  Be sure to address each item listed in the “Plans for Next Period” section of the previous status report.
	
	
	

	31
	Update the Plans for Next Period.
	
	
	

	32
	If you agency does not conduct an internal agency review, proceed to step 35.
	
	
	

	33
	If your agency conducts an internal agency review process for status reports, change the Project Status Report step to “Agency Review”.
	
	
	

	34
	Select update at the bottom of the screen. The agency QA Reviewer will follow the agency review process.
	
	
	

	35
	Change the Project Status report Step to “QA Review”.
	
	
	

	36
	Select update at the bottom of the screen.
	
	
	

	37
	Your status report has now been submitted to the EPMO for the QA Assessment.
	
	
	


2.3 Status Reporting During the Planning & Design Phase  

This section will be used for all status reports for the Planning & Design Phase once the Initiation Rollup Report has been completed OR the First Status Report for Planning & Design has been completed. 

Table Instructions: 

1. The Agency Reviewer table will be used by the agency PM to note information about the project and who reviewed the project status report prior to the PM submitting the status report to the EPMO QA
2. The Planning & Design Status Report table will be used to capture PM or Agency QA comments during the agency QA status report review.
a. The “Done” column should be checked if the field data has been reviewed and all comments have been noted and addressed.

b. The “PM Comments” column can be used by the PM to make notes on the project as it relates to the monthly status reporting.
c. The “Agency QA” Comments column can be used by the Agency QA Reviewer to note comments to the PM to make modifications or request additional information. 

	Agency Reviewer Information

	Agency
	

	Project Name
	

	Project Manager
	

	Date Reviewed
	

	Agency Reviewer
	


	Planning & Design Status Report

	Step
	Action
	Done 

(
	PM Comments
	Agency QA Comments

	Status Tab

	1
	Change the Project Status report Step to “Preliminary”.
	
	
	

	Project Information Tab

	2
	Navigate to the Audit Trail on the Workflow screen.  Review any comments that may have been made by Statewide Approvers. Create the appropriate Issue or Risk on the Issue / Risk Tab.
	
	
	

	3
	Verify the project start date on the Project Information Tab matches the project start date on the Schedule Tab.
	
	
	

	Issues & Risks Tab

	4
	Update all open Issues on the Issues & Risk Tab. See section 7 for additional information. 
	
	
	

	5
	Update all open Risks on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	Project Information Tab

	6
	Review the Project Information Tab, make updates where appropriate.

Example: Scope, Benefits Start Date, etc.
	
	 
	

	Risk Tab

	7
	Review the Project Information Tab and review the Risk Tab. Make updates where appropriate.
	
	
	

	Document Management Tab

	8
	Update the Staffing Plan with the actual hours and cost.

Note: The information in the Staffing Plan will be used to update the Status Tab.
	
	
	

	9
	Load the Staffing Plan into the Document Management Tab.
	
	
	

	Budget Cost Tab

	10
	Review the project budget. 

a) If the project budget needs to be modified for the Planning & Design Phase and the change is over 5%, the PM must submit a Change Request via the PPM Tool Change Request Tab.

b) If the project budget needs to be modified for the Execution & Build Phase, the Implementation Phase, or the Closeout Phase, the PM can modify the Budget Cost Tab without submitting a Change Request via the PPM Tool.
	
	
	

	Benefits Tab

	11
	Review the Benefits Tab and the schedule to see if the schedule has been modified and the benefits start date has been impacted. Update the benefits if the benefits have increased or decreased.

a) If the benefits have changed, look to see if the years need to be changed. 
b) If the schedule has been increased, modify the budget years accordingly and verify the benefits date on the Project Information Tab.
	
	
	

	Strategic Impact Tab

	12
	Verify the categories of benefits are in line with the benefits on the Strategic Impact Tab listed under:

· Revenue Generation 

· Cost savings
	
	
	

	13
	Review the Strategic Impact Tab. Make updates where appropriate.
	
	
	

	Schedule Tab

	14
	Review the Schedule Tab. Make updates where appropriate.

a) Is the project still on track for the Phase? Project?

b) If the phase Start Date and/or End Date needs to be modified, the PM needs to modify the Forecast Start Date and/or Forecast End Date.

c) Review your MS project (or agency approved Project Schedule document) and verify that the data on the Schedule Tab and the data in the MS Project are in sync.
	
	
	

	15
	Update the Milestones and the Milestone Forecast Date for the P & D Phase.
	
	
	

	16
	Update the Actual % Complete for the entire project.
	
	
	

	Cost Tracking Tab

	17
	Go to the Cost Tracking Tab level 4.
	
	
	

	18
	Enter the Actual Cost for the P & D Phase (at level 4) and update.

Note 1: The Actual Cost will replace the forecast when the PM hits update on the Cost Tracking Tab. 

Note 2: If you have no Actual Cost for the month, you must enter “$0” so that the Cost Forecast for the current month will be updated correctly.
	
	
	

	19
	If you had Actual Cost other than the approved budget (higher or lower) and the phase budget will remain the same, you need re-forecast the P & D Phase budget. Go to the Cost Forecast on the Cost Tracking Tab level 4.
	
	
	

	20
	Validate:

     the cost forecast 

  + the actual cost already incurred 

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

    must equal the phase budget. 
	
	
	

	Document Management Tab

	21
	Load any supporting documentation to the Document Management Tab. Documentation of the agency approval for Schedule or Scope changes must be attached to the Document Management Tab.
	
	
	

	Status Tab

	22
	Change Request - Did you submit a CR that impacts the current month’s budget? 

· Yes – do not submit your status report until the CR has been approved or rejected.
· No – continue with submitting your status report.
	
	
	

	23
	If you need to make comments to the EPMO QA Assessor, place comments on the Jellybeans and update.

Note 1: It is good practice to place a comment on any Status Indicator that is not green.

Note 2:  A suggested best practice is to place comments  in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update and to enter the most recent comment at the top of the text box.
Note 3: DO NOT delete any comments from the EPMO QA Assessor.
Note 4: Do not change the color of the Status Indicator.
	
	 
	

	24
	Update the Hours under the Planning & Design Phase Cost.
Note: make sure this matches the Staffing Plan.
	
	
	

	25
	Update the Dollars under the Planning & Design Phase Cost.

Note: make sure this matches the Staffing Plan.
	
	
	

	26
	Update the Business Functional Requirements. This is the number of high level requirements identified on the Project Information Tab.
	
	 
	

	27
	Update the Accomplishments for this reporting period.  Be sure to address each item listed in the “Plans for Next Period” section of the previous status report. 
	
	
	

	28
	Update the Plans for Next Period.
	
	
	

	29
	If you agency does not conduct an internal agency review, proceed to step 32.
	
	
	

	30
	If your agency conducts an internal agency review process for status reports, change the Project Status Report step to “Agency Review”.
	
	
	

	31
	Select update at the bottom of the screen. The agency QA Reviewer will follow the agency review process.
	
	
	

	32
	Change the Project Status report Step to “QA Review”.
	
	
	

	33
	Select update at the bottom of the screen.
	
	
	

	34
	Your status report has now been submitted to the EPMO for the QA Assessment.
	
	
	


3.0 Status Reporting During the Execution and Build Phase 



Table Instructions: 

1. The Agency Reviewer table will be used by the agency PM to note information about the project and who reviewed the project status report prior to the PM submitting the status report to the EPMO QA
2. The Execution & Build Status Report table will be used to capture PM or Agency QA comments during the agency QA status report review.
a. The “Done” column should be checked if the field data has been reviewed and all comments have been noted and addressed.

b. The “PM Comments” column can be used by the PM to make notes on the project as it relates to the monthly status reporting.
c. The “Agency QA” Comments column can be used by the Agency QA Reviewer to note comments to the PM to make modifications or request additional information. 

	Agency Reviewer Information

	Agency
	

	Project Name
	

	Project Manager
	

	Date Reviewed
	

	Agency Reviewer
	


	Execution & Build Status Report

	Step
	Action
	Done 

(
	PM Comments
	Agency QA Comments

	Status Tab

	1
	Change the Project Status report Step to “Preliminary”.
	
	
	

	Issues & Risks Tab

	2
	Update all open Issues on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	3
	Update all open Risks on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	Project Information Tab

	4
	Review the Project Information Tab to see if data needs to be updated. Make updates where appropriate.

Note: The End Date on the Project Information Tab should match the Forecast End Date on the Project Closeout Workflow Phase of the Schedule Tab.

Example: Business Goals, Project Goals, Benefits Start Date, etc.
	
	
	

	Risk Tab

	5
	Review the Risk Tab. Make updates where appropriate.
	
	
	

	Document Management Tab

	6
	Update the Staffing Plan with the actual hours and cost.

Note: The information in the Staffing Plan will be used to update the Status Tab.
	
	
	

	7
	Load the Staffing Plan into the Document Management Tab.
	
	
	

	Budget Cost Tab

	8
	Review the phase budget. Once you enter the Execution & Build Phase, you cannot modify the Budget Cost Tab. Review your budget on the Cost Tracking Tab and compare to the Actual Cost. If you need to modify the Budget you must submit a Change Request.
	
	
	

	Benefits Tab

	9
	Review the Benefits Tab. Update the benefits if the benefits have increased or decreased.
	
	
	

	Strategic Impact Tab

	10
	Verify the categories of benefits are in line with the benefits on the Strategic Impact Tab listed under:

· Revenue Generation 

· Cost savings
	
	
	

	11
	Review the Strategic Impact Tab. Make updates where appropriate.
	
	
	

	Schedule Tab

	12
	Review the Schedule Tab. Make updates where appropriate.

a) Is the project still on track for the Phase? Project?

b) If the phase Start Date and/or End Date needs to be modified, the PM needs to modify the Forecast Start Date and/or Forecast End Date.

c) Review your MS project (or agency approved Project Schedule document) and verify that the data on the Schedule Tab and the data in the MS Project are in sync.

Note: The End Date on the Project Information Tab should match the Forecast End Date on the Project Closeout Workflow Phase of the Schedule Tab.
	
	
	

	13
	Update the Milestones and the Milestone Forecast Date for the E & B Phase.
	
	
	

	14
	Update the Actual % Complete for the entire project.
	
	
	

	Cost Tracking Tab

	15
	Go to the Cost Tracking Tab level 4.
	
	
	

	16
	Enter the Actual Cost for the E & B Phase (at level 4) and update.

Note 1: The Actual Cost will replace the forecast when the PM hits update on the Cost Tracking Tab. 

Note 2: If you have no Actual Cost for the month, you must enter “$0” so that the Cost Forecast for the current month will be updated correctly.
	
	
	

	17
	If you had Actual Cost other than the approved budget (higher or lower) and the phase budget will remain the same, you need re-forecast the E & B Phase budget. Go to the Cost Forecast on the Cost Tracking Tab level 4.
	
	
	

	18
	Validate:

     the cost forecast 

  + the actual cost already incurred 

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

    must equal the phase budget. 
	
	
	

	Document Management Tab

	19
	Load any supporting documentation to the Document Management Tab. Documentation of the agency approval for Schedule or Scope changes must be attached to the Document Management Tab.
	
	
	

	Status Tab

	20
	Change Request - Did you submit a CR that impacts the current month’s budget? 
· Yes – do not submit your status report until the CR has been approved or rejected.  

· No –continue with submitting your status report.   
	
	
	

	21
	If you need to make comments to the EPMO QA Assessor, place comments on the Jellybeans and update.

Note 1: It is good practice to place a comment on any Status Indicator that is not green.

Note 2:  A suggested best practice is to place comments  in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update and to enter the most recent comment at the top of the text box..

Note 3: DO NOT delete any comments from the EPMO QA Assessor.
Note 4: Do not change the color of the Status Indicator.
	
	
	

	22
	Update the Hours under E & B Phase Cost.
	
	
	

	23
	Update the Dollars under E & B Phase Cost.
	
	
	

	24
	Update the Business Functional Requirements. This is the number of high level requirements identified on the Project Information Tab.
	
	
	

	25
	Update the Accomplishments for this reporting period.   Be sure to address each item listed in the “Plans for Next Period” section of the previous status report.
	
	
	

	26
	Update the Plans for Next Period.
	
	
	

	27
	If you agency does not conduct an internal agency review, proceed to step 30.
	
	
	

	28
	If your agency conducts an internal agency review process for status reports, change the Project Status Report step to “Agency Review”.
	
	
	

	29
	Select update at the bottom of the screen. The agency QA Reviewer will follow the agency review process.
	
	
	

	30
	Change the Project Status report Step to “QA Review”.
	
	
	

	31
	Select update at the bottom of the screen.
	
	
	

	32
	Your status report has now been submitted to the EPMO for the QA Assessment.
	
	
	


4.0 Status Reporting During the Implementation Phase



Table Instructions: 

1. The Agency Reviewer table will be used by the agency PM to note information about the project and who reviewed the project status report prior to the PM submitting the status report to the EPMO QA
2. The Implementation Status Report table will be used to capture PM or Agency QA comments during the agency QA status report review.
a. The “Done” column should be checked if the field data has been reviewed and all comments have been noted and addressed.

b. The “PM Comments” column can be used by the PM to make notes on the project as it relates to the monthly status reporting.
c. The “Agency QA” Comments column can be used by the Agency QA Reviewer to note comments to the PM to make modifications or request additional information. 

	Agency Reviewer Information

	Agency
	

	Project Name
	

	Project Manager
	

	Date Reviewed
	

	Agency Reviewer
	


	Implementation Status Report

	Step
	Action
	Done 

(
	PM Comments
	Agency QA Comments

	Status Tab

	1
	Change the Project Status report Step to “Preliminary”.
	
	
	

	Issues & Risks Tab

	2
	Update all open Issues on the Issues & Risk Tab. See section 7 for additional information. 
	
	
	

	3
	Update all open Risks on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	Project Information Tab

	4
	Review the Project Information Tab to see if data needs to be updated. Make updates where appropriate.

Note: The End Date on the Project Information Tab should match the Forecast End Date on the Project Closeout Workflow Phase of the Schedule Tab.

Example: Business Goals, Project Goals, Benefits Start Date, etc.
	
	
	

	Risk Tab

	5
	Review the Risk Tab. Make updates where appropriate.
	
	
	

	Document Management Tab

	6
	Update the Staffing Plan with the actual hours and cost.

Note: The information in the Staffing Plan will be used to update the Status Tab.
	
	
	

	7
	Load the Staffing Plan into the Document Management Tab.
	
	
	

	Budget Tab

	8
	Review the phase budget. Once you enter the Execution & Build Phase, you cannot modify the Budget Cost Tab. Review your budget on the Cost Tracking Tab and compare to the Actual Cost. If you need to modify the Budget you must submit a Change Request.
	
	
	

	Benefits Tab

	9
	Review the Benefits Tab. Update the benefits if the benefits have increased or decreased.
	
	
	

	Strategic Impact Tab

	10
	 Verify the categories of benefits are in line with the benefits on the Strategic Impact Tab listed under:

· Revenue Generation 

· Cost savings
	
	
	

	11
	Review the Strategic Impact Tab. Make updates where appropriate.
	
	
	

	Schedule Tab

	12
	Review the Schedule Tab. Make updates where appropriate.

a) Is the project still on track for the Phase? Project?

b) If the phase Start Date and/or End Date needs to be modified, the PM needs to modify the Forecast Start Date and/or Forecast End Date.

c) Review your MS project (or agency approved Project Schedule document) and verify that the data on the Schedule Tab and the data in the MS Project are in sync.

Note: The End Date on the Project Information Tab should match the Forecast End Date on the Project Closeout Workflow Phase of the Schedule Tab.
	
	
	

	13
	Update the Milestones and the Milestone Forecast Date for the Implementation Phase.
	
	
	

	14
	Update the Actual % Complete for the entire project.
	
	
	

	Cost Tracking Tab

	15
	Go to the Cost Tracking Tab level 4.
	
	
	

	16
	Enter the Actual Cost for the Implementation Phase (at level 4) and update.

Note 1: The Actual Cost will replace the forecast when the PM hits update on the Cost Tracking Tab. 

Note 2: If you have no Actual Cost for the month, you must enter “$0” so that the Cost Forecast for the current month will be updated correctly.
	
	
	

	17
	If you had Actual Cost other than the approved budget (higher or lower) and the phase budget will remain the same, you need re-forecast the Implementation Phase budget. Go to the Cost Forecast on the Cost Tracking Tab level 4.
	
	
	

	18
	Validate:

     the cost forecast 

  + the actual cost already incurred 

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

    must equal the phase budget. 
	
	
	

	Document Management Tab

	19
	Load any supporting documentation to the Document Management Tab. Documentation of the agency approval for Schedule or Scope changes must be attached to the Document Management Tab.
	
	
	

	Status Tab

	20
	Change Request - Did you submit a CR that impacts the current month’s budget? 

· Yes – do not submit your status report until the CR has been approved or rejected.

· No – continue with submitting your status report.
	
	
	

	21
	If you need to make comments to the EPMO QA Assessor, place comments on the Jellybeans and update.

Note 1: It is good practice to place a comment on any Status Indicator that is not green.

Note 2:  A suggested best practice is to place comments in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update and to enter the most recent comment at the top of the text box..

Note 3: DO NOT delete any comments from the EPMO QA Assessor.
Note 4: Do not change the color of the Status Indicator.
	
	
	

	22
	Update the Hours under Implementation Phase Cost.
	
	
	

	23
	Update the Dollars under Implementation Phase Cost.
	
	
	

	24
	Update the Business Functional Requirements. This is the number of high level requirements identified on the Project Information Tab.
	
	
	

	25
	Update the Accomplishments for this reporting period.  Be sure to address each item listed in the “Plans for Next Period” section of the previous status report.
	
	
	

	26
	Update the Plans for Next Period.
	
	
	

	27
	If you agency does not conduct an internal agency review, proceed to step 30.
	
	
	

	28
	If your agency conducts an internal agency review process for status reports, change the Project Status Report step to “Agency Review”.
	
	
	

	29
	Select update at the bottom of the screen. The agency QA Reviewer will follow the agency review process.
	
	
	

	30
	Change the Project Status report Step to “QA Review”.
	
	
	

	31
	Select update at the bottom of the screen.
	
	
	

	32
	Your status report has now been submitted to the EPMO for the QA Assessment.
	
	
	


5.0 Final Status Report



The final status report for the project will be submitted as the last status report for the Implementation Phase. It must contain the projected hours and cost for the Closeout Phase on the Status Tab under the “Project Closeout Phase Cost” section.
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The following should be included in the final status report:

1. The project is reported as 100% complete in the “Project” section of the “Schedule” tab. 
2. All development phases (Initiation, Planning and Design, Execution and Build, and Implementation) are reported as 100% complete in the “Phases” section of the “Schedule” tab.
3. All milestones and key project deliverables, reported in the “Milestone” section of the “Schedule” Tab, have been achieved. 
4. All corrective action plans for issues and risks have been completed. 
5. All issues and risks in the “Issues and Risks” Tab have been “closed”. 
6. All project costs (actual dollars) have been reported in the “Cost Tracking” Tab. 
7. The Operations and Maintenance phase projected dollar costs are reported in the “Cost Forecast” tab. 
8. All development hours (plan and actual) have been reported in the “Status” Tab. 
9. Project “Scope” and performance to scope objectives is verified and validated in the “Status” Tab.

Table Instructions: 

1. The Agency Reviewer table will be used by the agency PM to note information about the project and who reviewed the project status report prior to the PM submitting the status report to the EPMO QA
2. The Final Status Report table will be used to capture PM or Agency QA comments during the agency QA status report review.
a. The “Done” column should be checked if the field data has been reviewed and all comments have been noted and addressed.

b. The “PM Comments” column can be used by the PM to make notes on the project as it relates to the monthly status reporting.
c. The “Agency QA” Comments column can be used by the Agency QA Reviewer to note comments to the PM to make modifications or request additional information. 

	Agency Reviewer Information

	Agency
	

	Project Name
	

	Project Manager
	

	Date Reviewed
	

	Agency Reviewer
	


	Final Status Report

	Step
	Action
	Done 

(
	PM Comments
	Agency QA Comments

	Status Tab

	1
	Change the Project Status report Step to “Preliminary”.
	
	
	

	Issues & Risks Tab

	2
	Update all open Issues on the Issues & Risk Tab. See section 7 for additional information. 
	
	
	

	3
	Update all open Risks on the Issues & Risk Tab. See section 7 for additional information.
	
	
	

	Project Information Tab

	4
	Review the Project Information Tab to see if data needs to be updated. Make updates where appropriate.

Note: The End Date on the Project Information Tab should match the Forecast End Date on the Project Closeout Workflow Phase of the Schedule Tab.

Example: Business Goals, Project Goals, Benefits Start Date, etc.
	
	
	

	Strategic Impact Tab

	5
	Verify the categories of benefits are in line with the benefits on the Strategic Impact Tab listed under:

· Revenue Generation 

· Cost savings
	
	
	

	6
	Review the Strategic Impact Tab. Make updates where appropriate.
	
	
	

	Risk Tab

	7
	Review the Risk Tab. Make updates where appropriate.
	
	
	

	Document Management Tab

	8
	Update the Staffing Plan with the actual hours and cost.

Note: The information in the Staffing Plan will be used to update the Status Tab.
	
	
	

	9
	Load the Staffing Plan into the Document Management Tab.
	
	
	

	Budget Tab

	10
	The project has been completed. There are no budget changes or Change Request to be submitted.
	
	
	

	Schedule Tab

	11
	Review the Schedule Tab. Make updates where appropriate.

a) The % complete on all phases should be 100%.

b) Review your MS project (or agency approved Project Schedule document) and verify that the data on the Schedule Tab and the data in the MS Project are in sync.

Note: The End Date on the Project Information Tab should match the Forecast End Date on the Project Closeout Workflow Phase of the Schedule Tab.
	
	
	

	Benefits Tab

	12
	Review the Benefits Tab. Update the benefits if the benefits have increased or decreased.
	
	
	

	Cost Tracking Tab

	13
	Go to the Cost Tracking Tab level 4.
	
	
	

	14
	Enter the final Actual Cost for the project (at level 4) and update.

Note 1: The Actual Cost will replace the forecast when the PM hits update on the Cost Tracking Tab. 

Note 2: If you have no Actual Cost for the month, you must enter “$0” so that the Cost Forecast for the current month will be updated correctly.
	
	
	

	15
	If you had Actual Cost other than the approved budget (higher or lower) and the phase budget will remain the same, you need re-forecast the Implementation Phase or Closeout Phase budget. Go to the Cost Forecast on the Cost Tracking Tab level 4.
	
	 
	

	16
	Validate:

     the cost forecast 

  + the actual cost already incurred 

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

    must equal the phase budget. 
	
	
	

	Document Management Tab

	17
	Load any supporting documentation to the Document Management Tab. Documentation of the agency approval for the Schedule or Scope changes must be attached to the Document Management Tab.
	
	
	

	Status Tab

	18
	If you need to make comments to the EPMO QA Assessor, place comments on the Jellybeans and update.

Note 1: It is good practice to place a comment on any Status Indicator that is not green.

Note 2:  A suggested best practice is to place comments in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update and to enter the most recent comment at the top of the text box.

Note 3: DO NOT delete any comments from the EPMO QA Assessor.
Note 4: Do not change the color of the Status Indicator.
	
	
	

	19
	Update the Hours under the Implementation Phase Cost.
	
	
	

	20
	Update the Dollars under the Implementation Phase Cost.
	
	
	

	21
	Update the Business Functional Requirements. This is the number of high level requirements identified on the Project Information Tab.
	
	
	

	22
	Update the Accomplishments for this reporting period.  Be sure to address each item listed in the “Plans for Next Period” section of the previous status report.
	
	
	

	23
	Update the Plans for Next Period.
	
	
	

	24
	If you agency does not conduct an internal agency review, proceed to step 27.
	
	
	

	25
	If your agency conducts an internal agency review process for status reports, change the Project Status Report step to “Agency Review”.
	
	
	

	26
	Select update at the bottom of the screen. The agency QA Reviewer will follow the agency review process.
	
	
	

	27
	Change the Project Status report Step to “QA Review”.
	
	
	

	28
	Select update at the bottom of the screen.
	
	
	

	29
	Your status report has now been submitted to the EPMO for the QA Assessment.
	
	
	


6.0 Status Reporting During the Project Closeout

Status reports cannot be submitted during the Closeout Phase. If the PM did not submit the final status report during the Implementation Phase, the PM will need to submit a request to the EPMO to have the project moved back to the Implementation Phase in order to submit the final status report.
7.0 Issues & Risk Tab



The Issue & Risk Section is being provided as additional information. The information is also provided in the Gate Checklist document.
	Issues & Risks Tab

	Step
	Action
	Done 

(
	PM Comments
	Agency QA Comments

	 Issues

	1
	For every issue that has been opened, each month you must provide an update to the issue until the Issue has been closed. Please ensure you have entered a corrective action plan on the resolution description section.
	
	
	

	2
	Due Date -  

Enter a date the Issue is to be resolved. The due date is when the agreed upon action plan is determined to be completed. Sometimes the person that created the Issue will assign a due date. If a due date was not assigned, the PM needs to assign a due date. If it is determined that the PM cannot resolve the Issue by the due date, the PM can modify the due date (if the date was assigned by the author of the Issue, the PM needs to let the author know the due date is being modified and why).
	
	
	

	3
	 State - 
Before closing an Issue, you should confer with the author (person who opened the Issue.) If both agree that the corrective action plan has been met, you may close the Issue by using the drop-down list and selecting closed. If you need assistance in getting agreement on the resolution, contact your PMA for guidance and assistance in resolving and closing the Issue.
Note: Before closing the “Issue”, ensure all fields have been populated or updated.
	
	
	

	4
	Resolution Description - 
Enter the resolution or corrective action plan for the Issue. A suggested best practice is to update the resolution in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update. This is helpful when the Issue has been opened for more than one month or crosses phases. The resolution needs to specify what you are doing, why you are doing it, how you are doing it, and when you expect to have it completed. Put the updates in descending order (most recent comment will be at the top). If you are referencing a document that has been entered, please state the title of the document and load it to the Document Management Tab for reference. If you are referencing an Issue or Risk that has been entered, please state the title of the Issue or Risk.
	
	
	

	5
	Owner of Issue -
If the Issue is to be assigned to someone other than the PM, the PM can enter the resource name or business group.
	
	
	

	Risk

	6
	For every Risk that has been opened, each month you must provide an update to the Risk until the Risk has been closed. Please ensure you have entered a corrective action plan on the resolution description section.
	
	
	

	7
	Due Date -
Enter a date the Risk is to be resolved. The due date is when the agreed upon action plan is determined to be completed. Sometimes the person that created the Risk will assign a due date. If a due date was not assigned, the PM needs to assign a due date. If it is determined that the PM cannot resolve the Risk by the due date, the PM can modify the due date (if the date was assigned by the author of the risk, the PM needs to let the author know the due date is being modified and why).
	
	
	

	8
	State - 
Before closing a Risk, you should confer with the person who opened the Issue. If both agree that the corrective action plan has been met, you may close the risk by using the drop-down list and selecting closed. If you need assistance in getting agreement on the resolution, contact your PMA for guidance and assistance in resolving and closing the risk.
	
	
	

	9
	Resolution Description -
Enter the resolution or corrective action plan for the Risk. A suggested best practice is to update the resolution in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update. This is helpful when the Risk has been opened for more than one month or crosses phases. The resolution needs to specify what you are doing, why you are doing it, how you are doing it, and when you expect to have it completed. Put the updates in descending order (most recent comment will be at the top). If you are referencing a document that has been entered, please state the title of the document and load it to the Document Management for reference. If you are referencing an Issue or Risk that has been entered, please state the title of the Issue or Risk.
	
	
	

	10
	Owner of Issue -
If the Risk is to be assigned to someone other than the PM, the PM can enter the resource name or business group.
	
	
	


8.0 FAQ


1. Why must a project manager submit status reports?

Per a memo dated September 30, 2005 from the State Chief Information Officer, all projects over $500K are required to submit monthly status reports. A copy of this memo can be viewed on the EPMO website under “SCIO Project Status Reporting Memo”. Projects that are part of programs are also required to submit status reports.

2. When is the 1st status report due?

The first status report is due 30 days after the project receives gate 1 approval from the SCIO to enter the Planning & Design Phase.

3. When are status reports due to the EPMO?

The status reports are due monthly once the project enters the Planning and Design Phase. The status report due dates can be found on the EPMO website under the topic “Status Report Due Dates”. 

4. What time period does the status report cover? 

The status report should only cover the data from the previous month (that just ended) unless the PM has received approval from the EPMO Director to do a status report rollup for the Initiation Phase.

5. What cost do I report in the Actual Cost column on the Cost Tracking Tab?

The PPM Tool is not a Cost Accounting System. The cost that is to be reported in the PPM Tool is the costs the project has “incurred” or “encumbered” or been invoiced for the month. You should not hold a project phase (or project) open pending an invoice to be reconciled or paid. As part of the Closeout Phase, or during any status report, actual costs can be reconciled for late invlices (including entering those costs in the phase they were encumbered). Often the reconciliation of the invoices or final vendor payment will be done after the project is closed. The actual payment reconciliation can be reflected in the APM when the agency states the yearly cost to maintain the application.

6. How do I submit the status report to the EPMO QA for assessment?

When you are ready for the EPMO QA to perform the status report assessment follow these steps:

· Go to the Status Tab in the PPM Tool in edit mode

· Scroll down towards the bottom of the page

· Under “Project Status Report Step”, set the status to “QA Review”. 
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Project Status Report Step 

QA Review 
* *

	


· Update the page. The update process will send an email notification to the EPMO QA staff that the project is ready for the assessment to be performed.

· Exit out of the project by selecting “Close” at the bottom of the page.
7. Who performs the status report assessment?

A member of the EPMO Quality Assurance team will perform the assessment on the status report based upon the information entered into the PPM Tool.

8. What is the Project Status Indicator?

The project status indicator is a set of eight indicators that show the performance of the project in various key areas.  The indicators are: Overall, Project Funding (TCO), Phase Cost, Project Score, Phase Milestones, Project Staff Utilization, Project Issue and Risk Management, and Monthly Status Reporting. The Project Status Indicator classification assignments were defined by the EPMO QA group
9. What do the Project Status Indicators (Jelly Beans) on the Status Tab mean?

The Project Status Indicator definitions can be found on the EPMO website under PPM Project Status Indicator Setting Guidelines or under the PPM Tool Help Section.. The current Status Indicators are:
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	Overall
	Project Funding (TCO)
	Phase Cost
	Project Scope
	Phase Milestones
	Project Staff Utilization
	Project Issue and Risk Management
	Monthly Status Reporting


10.  Who can change the color of the Project Status Indicator?

The Project Status Indicator color can only be modified by the EPMO QA Assessor. 

11. Who can set the Project Status Indicator?

 The Project Status Indicator can only be set or modified by the EPMO QA Assessor using the “Threshold” indicator chart contained in the PPM Project status Indicator setting Guidelines. . 

12. Who can delete comments placed on the Project Status Indicators?

The Project Status Indicator comments can only be modified or deleted by the person who entered the comment.  The PM should not delete or modify any comments entered by the EPMO QA Assessor.
13. Who can review the status report after the EPMO QA assessment has been completed?

The status report can be reviewed by:

· PM (should always review the assessment)

· PMA

· EMPO Director

· Agency PMO

· Agency QA 

· Agency Reviewer

· Project Contributor

· Legislative Office

· Auditors Office

· Statewide Approvers

14. Can a status report be submitted while I am in gate review?

Yes, you can submit a status report for assessment while a project is in the gate approval stage. The tabs that can be edited are:

· Risk Assessment Tab

· Schedule Tab

· Cost Tracking Tab

· Issues and Risk Management Tab

· Document Management Tab

· Status Tab (until you set it to “QA Review”).

15. Can a status report be submitted while a Change Request has been raised and is waiting approval from the EPMO Director or OSBM?
Yes, a status report can be submitted while a Change Request has been raised and is waiting approval from the EPMO Director or OSBM. However, it is strongly recommended that the PM wait until the CR has been approved or rejected by the EPMO Director or OSBM if the funds impact the current month.
· A CR can only be submitted for the current calendar month or future calendar months.
· Look at the CR information to make sure you understand how a CR works and how the budget is impacted. Additional information can be found in the Change Request Guidelines Document.
· A status report, once approved will advance the budget forward one month.
	Ex  
	Today’s Date
	Last Snapshot in the PPM Tool
	Status Reports behind?
	Date CR was started 
	CR – month budget can start to be modified

	1
	9/29
	June
	YES
	9/29
	September

	 
	
	 
	
	 
	 

	2
	9/29
	August
	No
	9/15
	September


16.  If the CR is in a “RAISED” status, what steps should I take?

· When the CR is initially entered into the PPM Tool, by default an email is sent to the EPMO Director. However when the PM has entered all of the information into the PPM Tool, the EPMO Director does not get a notification from the PPM Tool to review and approve / reject.
· Once you have completed entering all of the information into the CR in the PPM Tool (this includes the CR Cost Tab), send an email to the EPMO Director and CC your PMA that you are ready for the EPMO Director to review and vet the CR and take the appropriate action to approve/reject or forward to OSBM.
· If the CR is not approved within 10 business days, you may ask your PMA for assistance to get the CR approved / rejected.
17.  What is O & M?

O & M means the Operation and Maintenance costs to maintain an application or service. 

18. Can you report O & M before you enter the Implementation Phase?

Yes you can. There are situations, especially in an iterative rollout project where you have O & M costs occurring. You should report these as O & M costs

. 

EX: You have a project that you are rolling out to different locations or different groups of users without increasing the hardware footprint. You have a hosting vendor that implemented the production environment at month 2 and will be charging you monthly operating cost for months 3 – 12. 
19. What is a “Needs Attention Letter”?

The “Needs Attention Letter” is a memo generated by the EPMO QA assessor to the PMA. The PMA will work with the PM on a corrective action plan. If the PM and EPMO cannot agree on a corrective action plan or the corrective action cannot be met, a letter will be sent to the agency CIO.

20. What justifies a “Needs Attention Letter”?

Anytime the overall status on a status report is Yellow or Red, the EPMO QA Assessor generates a “Needs Attention” letter to the PMA and EPMO Director.

21.  Who will approve the corrective action plan and what impact does it have on the project?

The PMA will work with the PM on a corrective action plan. The EPMO Director needs to approve a corrective action plan before the next status report can be submitted.

22.  Can projects report in multiple phases?

Yes, projects can submit a status report that covers information in 2 or more phases unless you are doing the Initiation Rollup Status Report. The Initiation Rollup Report must only contain the Initiation Information. Most projects do not have a phase that ends on the last day of the month. The status reporting period is for a calendar month.  See examples below. 

	Example 1
	Phase
	Start Date
	End Date
	Status Report

	
	Initiation
	03/3/08
	07/20/08
	Initiation Rollup Report

	 
	Gate 1 Approval
	 07/20/08
	08/01/08
	

	
	Planning & Design
	07/21/08
	08/10/08
	Due within 30 days of gate 1 approval.


	Example 2
	Phase
	Start Date
	End Date
	Status Report

	
	Initiation
	07/3/08
	07/20/08
	None

	
	Planning & Design
	07/21/08
	08/10/08
	8/1/08 Initial status report for 7/3 – 7/31

	
	Execution & Build
	08/11/08
	09/25/08
	9/1 status report containing

* P & D from 8/1 – 8/10

* E & B from 8/11 – 8/31

	
	Implementation
	09/26/08
	10/30/08
	10/1 status report for Implementation


	 Example 3
	Phase
	Start Date
	End Date
	Status Report

	
	Initiation
	07/3/08
	07/20/08
	None

	
	Planning & Design
	07/21/08
	09/10/08
	8/1/08 Initial status report for 7/3 – 7/31

	
	
	
	
	9/1/08 status report for P & D

	
	Execution & Build
	09/11/08
	09/25/08
	None

	
	Implementation
	09/26/08
	10/30/08
	10/1/08 Status report containing 

* P & D from 9/1 – 9/10 

* E & B from 9/11 – 9/25

* Implementation from 9/26 – 9/30


23. What information is needed when I am updating an Issue or Risk on the Issue / Risk Tab?

· Enter the resolution or corrective action plan for the issue or risk. A suggested best practice is to update the resolution in the following format: MM/DD/YY, Initials or Name of the person providing the update.

· Make sure the Issue or Risk has a due date. If the due date is blank assign a due date. If the due date needs to be adjusted, modify the due date.

· If the Issue or Risk can be closed, verify with the person who opened the Issue or Risk that you have their approval to close the issue or risk. Your PMA can assist you in this process. If you have questions, please confer with your PMA for additional assistance.
· If there are multiple comments, a best practice is to place the latest comment first in the Resolution Box. Please follow your agency best practice as to whether the last comment goes first or last.

· Ensure that Issues are not “Closed” prior to successful completion of the corrective action plan.

· Remember, once an Issue or Risk has been “Closed” no additional data may be added to the Issue or Risk.

24.  Is there a place to get additional training on status reports?

Yes. The EPMO provides periodic training on status reporting. The PM can contact the EPMO for additional assistance. You can also go to the PPM Tool and follow the steps below for additional information:
· Go to the Help Tab.

· Go to the NC Help Tab.

· Scroll down the list and select the Project Portfolio Management

· Scroll down the list and select the Training Material

· Scroll down the list and select the Monthly Status Report Training

25.  How do you know if the first status report has been done for a project?

Go to the Project Information Tab or the Status Tab and at the top of the screen you will see Snapshot Reports. 
If the Snapshot Report has “Current Snapshot”, no status report has been done.  
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	Snapshot Reports



	

	Current Snapshot


If the first status report has been done, there will be a date listed. The date displayed is the date for the status report that is to be submitted.
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	Snapshot Reports



	

	January 2009


26.  What does TCO mean?

TCO means “Total Cost of Ownership”.  The TCO includes the project cost to implement the product and 5 years of Operations and Maintenance cost. Typically O & M is 5 years but occasionally there may be exceptions. For the O & M exceptions, you need to confer with your PMA and OSBM to justify the exception.
27. What is the $ limit of projects that are required to be reported on?

· Status reports have to be submitted for projects >= $500K. This would be 5 years Total Cost of Ownership which would include 5 years of O & M unless the project was exempt of O & M.
· Projects associated with Programs also have to submit status reports even though they may be under $500K.
28.  To what value should the project status report step be set while, I am working on the status report?
When you are ready to start working on your status report follow these steps:

· Go to the Status Tab in the PPM Tool in edit mode

· Scroll down towards the bottom of the page

· Under “Project Status Report Step”, set the status to “Preliminary”. 
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Project Status Report Step 

Preliminary 

* *

	


29.  Why should I enter comments on the status indicators?

The comments are helpful if you have any variances that the EPMO QA Assessor needs to be aware of. The EPMO QA Assessor will read all comments on the Status Indicators before the assessment is performed. The comments will not change the EPMO QA Assessment but will provide supporting documentation as to why you have deviations or variances. By adding comments on the status indicator you may (but not guaranteed) reduce the number of issues created by the EPMO QA Assessor. Providing supporting documentation provides a better understanding of what has occurred and what has been reported.
30.  How should I put comments on the status indicator?

Be sure you place your comments at the top and include your initials and date you entered the comment. A suggested best practice is to update the resolution in the following format: MM/DD/YY, followed by Initials or Name of the person providing the update.
31.  How is the Project Funding Status Indicator set?

On the Risk Tab, the answer to the Funding question sets the Status Indicator until the question is modified.
· Full Funding = Green

· Partial Funding = Yellow

· No Funding = Red

32.  If I do not have my cost entered at level 4, will the QA Assessor perform the assessment? 

No. The EPMO QA Assessor will stop and send the EPMO Director an email that the assessment cannot be performed and that the PM must insert the cost at level 4.
33.  How do I change the Cost Forecast when the Actual Cost is different from the budgeted amount?
Example 1: The status report is being submitted for April. The Phase Budget was $4,000. However the project spent less than was expected. The Cost Forecast for the phase needs to be adjusted. 

	Amounts
	April
	May
	June
	July
	Total

	Budget
	$1,000
	$1,000
	$1,000
	$1,000
	$4,000

	Actual Cost 
	$750
	 
	
	
	$750

	Cost Forecast
	(this will become the actual cost of $750)
	$1,000
	$1,250
	$1,000
	$4,000


Example 2: The status report is being submitted for April. The Phase Budget was $4,000. However the project spent more than was expected. The project will not be submitting a CR. The Cost Forecast for the phase needs to be adjusted.

	Amounts
	April
	May
	June
	July
	Total

	Budget
	$1,000
	$1,000
	$1,000
	$1,000
	$4,000

	Actual Cost 
	$1,500
	 
	
	
	$1,500

	Cost Forecast
	(this will become the actual cost of $1,500)
	$1,000
	$750
	$750
	$4,000


Example 3: The status report is being submitted for April. The Phase Budget was $4,000. However the project spent more than was expected. The project will be submitting a CR. The Cost Forecast for the phase needs to be adjusted after the CR is approved.

	Amounts
	April
	May
	June
	July
	Total

	Budget
	$1,000
	$1,000
	$1,000
	$1,000
	$4,000

	Actual Cost 
	$1,500
	 
	
	
	$1,500

	CR Submitted
	
	$500
	
	
	

	Cost Forecast
	(this will become the actual cost of $1,500)
	$1,000
	$1,000
	$1,000
	$4,500


Example 4: The status report is being submitted for April. The Phase Budget was $4,000. However the project spent more than was expected. The project submitting a CR but the CR was rejected. The PM has to reevaluate the project scope, project budget, and project cost being incurred.

	Amounts
	April
	May
	June
	July
	Total

	Budget
	$1,000
	$1,000
	$1,000
	$1,000
	$4,000

	Actual Cost 
	$1,500
	 
	
	
	$1,500

	CR Submitted
	
	$500 - rejected
	
	
	

	Cost Forecast
	(this will become the actual cost of $1,500)
	$1,000
	$1,000
	$500
	$4,000


34. Additional FAQ’s

Additional FAQ’s can be found on the EPMO website under “Status Reporting FAQ”.[image: image20.png]
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