Status Report User’s Guide


Overview of the Status Report User’s Guide & the Status Report
User’s Guide:

· Explains each component of the status report in detail
· Follows the same order as the worksheets within the Status Report workbook.  NOTE:  This is not necessarily the order that the worksheets are started.  For example, the Resource Requirements sheet populates several cells on the Cost Plan worksheet.  The Resource Requirements and Cost Plan worksheets populate most of the Metrics page.
Status Report:
· Due each Tuesday by close of business.  No exceptions.

· Must be filed in the proper weekly folder or they will be reported as missing.  No exceptions.

· Must be filed throughout the life of the project (Active through Completed or Cancelled).
· Each project will have a project folder titled "Project Control".  Within that folder, there needs to be a short cut to G:\BET\Projects\1-Status Reports folder.
· All cells containing calculations or other information that is not to be changes have been protected.  If you believe you need to change something in a protected cell, contact STK GIS PMP Support for assistance.

Definitions
	
	Metrics, Cost Plan & Resource Requirements Worksheets
	Status Review Worksheet

	Target
	An initial estimate of cost, schedule and requirements before the baseline is established for the project.  Once the baseline is established, these numbers have no relevance and should be removed.  
	Initial target milestone dates.

	Baseline/Commit
	Approved commitment.  If the sponsor requests and approves a change to a baseline, re-baseline the appropriate items.  This is the only time a new baseline is allowed.  Quality Assurance must be contacted to ensure the appropriate people have approved the change prior to completing re-baseline.
	Committed milestone dates.

	Revised
	New commitment once the Baseline/ Commit was not met.
	Revised milestone dates.

	Actual
	N/A
	Actual date the milestone was met.

	Actual to Date
	Cumulative actual numbers from the beginning of the project to the current reporting period.
	N/A

	Var. of Revised from Baseline
	Baseline numbers minus the Revised numbers.  Shows the variance (positive or negative) from the initial Baseline.  If there are no revised numbers, these values will be zero.
	N/A

	Est. to Complete
	If there are Revised numbers, this column shows Revised numbers - the Actual to Date numbers.  Otherwise, this column shows Baseline numbers – the Actual to Date numbers. 
	N/A


Getting Started

New Project:

· Download "Status Report" to G:\Bet\Projects\1-Status Reports folder.
· Save as "project name status report".  NOTE:  The file name should match the name of the project.  Do not abbreviate since it can be confusing for the PMO and Auditors.
· Open the file.

Existing Project:

· Open the master file.

Overview & General Information Worksheet 
· Date of Status - Enter the date of the status report
· Project Name - Enter the name of the project
· Project Manager - Enter the project manager's name(s)
· Sponsor/Champion - Enter the project sponsor's name(s).
· Program Name (if applicable) - If the project is part of a corporate program enter the program name.  If not, enter NA.
· Program Manager - If the project is part of a corporate program, enter the program manager’s name.  If not, enter NA.
· Description - Enter a description of the project.  The description should contain enough information so someone unfamiliar with the project will understand what the project is about.
· Business Problem - Enter the business problem which the project will address.
· Hard Benefits - Enter the expected hard business benefits from the business case.

· Soft Benefits - Enter the expected soft business benefits from the business case.

· Start Date - Enter the project start date which is the date the project manager begins working on the project.

· Supports Rationalization - Indicates whether or not the project supports Rationalization.  Selections include:

· Yes
· No

· Priority Assessment - Enter the project's score from the Project Priority Assessment.

· Project Type - Select appropriate type:  
· Applications
· Infrastructure
· Maintenance
· Other

· Six Sigma Project - Indicates whether or not the project is a Six Sigma project.  Select either "Yes" or "No" as appropriate.

· Business Area - Select the business area which "owns" the project.  If multiple business areas, select the primary owner's area.  Selections include:  
· Finance
· GIS
· Global Services
· Human Resources
· Info. Mgmt.
· Marketing
· Other (used for organizations which do not have an assigned BDM)
· Sales Force
· Supply Chain
· Warehouse
· Geographic Location - Select appropriate location:

· Global - Project will be implemented both internationally and in the US

· International - Project will be implemented internationally only

· US - Project will be implemented for US only
· Reporting Status - Select appropriate status and update required information:
	Reporting Status
	Definition
	Portion of Status Report to Update

	Active
	Project is actively being worked.
	· Complete/updated all worksheets appropriately.
· Change the reporting status to “Active”.

	Approved
	Project approved by the PST but has not started yet.
	No status report filed yet.

	Cancelled
	Project started but was cancelled.
	· Enter the name of the person who cancelled the project in the “Cancelled/Held By” cell.
· Enter the date the project was cancelled in the “Cancelled/Held On” cell.

· Change the reporting status to “Cancelled”.

· Record the actual numbers throughout the status report except the defects, requirements and milestones.

	Completed
	Project has completed.  
	· Change the reporting status to “Completed”.
· Record the actual numbers throughout the status report.
· This is the last status report filed for the project.

	Hold
	Project was started but has been placed on hold (work on the project has stopped).
	· Enter the name of the person who placed the project on hold in the “Cancelled/Held By” cell.

· Enter the date the project was placed on hold in the “Cancelled/Held On” cell.

· Change the reporting status to “Hold”.

· Record the actual numbers throughout the status report, except the defects, requirements and milestones.

	Opportunity
	Project has been requested but has not been approved.
	No status report filed yet.

	Post-Deploy
	Project was deployed and is in the “Post-deploy” period.
	· Change the reporting status to “Post-Deploy”.

· Record the actual numbers throughout the status report except the defects.


Highlights & Lowlights

Highlights:

· Enter key or significant accomplishments in the project.  This can be anything that you would want to tell someone about the project.
Lowlights:

· Enter any problems or issues or negative events associated with a project that you would want to elevate to those reviewing your project.
Metrics  
	Item
	Target
	Commit/ Baseline
	Revised
	Actuals to Date
	Var. of Revised from Baseline 
*
	Est. to Complete **
	Comments

	Cost
	
	
	
	
	
	
	

	GIS & Business Labor
	Manually entered.
	Populated from the BIS & Business Labor Total Baseline cell on the “Cost Plan”.
	Populated from the BIS & Business Labor Total Revised cell on the “Cost Plan”.
	Populated from the GIS & Business Labor Total Actual cell on the “Cost Plan”.
	Calculated by subtracting the “Revised” number from the “Commit/ Baseline” number.
	Calculated by subtracting the “Actual to Date” number from the “Baseline” or “Revised” number.
	Comments for this item

	Incremental Labor
	Manually entered.
	Populated from the Incremental Labor Total Baseline cell on the “Cost Plan”.
	Populated from the Incremental Labor Total Revised cell on the “Cost Plan”.
	Populated from the Incremental Labor Total Actual cell on the “Cost Plan”.
	Calculated by subtracting the “Revised” number from the “Commit/ Baseline” number.
	Calculated by subtracting the “Actual to Date” number from the “Baseline” or “Revised” number.
	Comments for this item

	Total Labor
	Manually entered.
	Populated from the Total Labor Total Baseline cell on the “Cost Plan”.
	Populated from the Total Labor Total Revised cell on the “Cost Plan”.
	Populated from the Total Labor Total Actual cell on the “Cost Plan”.
	Calculated by subtracting the “Revised” number from the “Commit/ Baseline” number.
	Calculated by subtracting the “Actual to Date” number from the “Baseline” or “Revised” number.
	Comments for this item

	Other Expense
	Manually entered.
	Populated from the Other Expense Total Baseline cell on the “Cost Plan”.


	Populated from the Other Expense Total Revised cell on the “Cost Plan”.
	Populated from the Other Expense Total Actual cell on the “Cost Plan”.


	Calculated by subtracting the “Revised” number from the “Commit/ Baseline” number.
	Calculated by subtracting the “Actual to Date” number from the “Baseline” or “Revised” number.
	Comments for this item

	Total Expense
	Manually entered.
	Populated from the Total Expense Total Baseline cell on the “Cost Plan”.
	Populated from the Total Expense Total Revised cell on the “Cost Plan”.
	Populated from the Total Expense Total Actual cell on the “Cost Plan”.


	Calculated by subtracting the “Revised” number from the “Commit/ Baseline” number.
	Calculated by subtracting the “Actual to Date” number from the “Baseline” or “Revised” number.
	Comments for this item

	Capital
	Manually entered.
	Populated from the Capital Total Baseline cell on the “Cost Plan”.


	Populated from the Capital Total Revised cell on the “Cost Plan”.


	Populated from the Capital Total Actual cell on the “Cost Plan”.


	Calculated by subtracting the “Revised” number from the “Commit/ Baseline” number.
	Calculated by subtracting the “Actual to Date” number from the “Baseline” or “Revised” number.
	Comments for this item

	Total Cost
	Manually entered.
	Populated from the Total Project Cost Total Baseline cell on the “Cost Plan”.
	Populated from the Total Project Cost Total Revised cell on the “Cost Plan”.
	Populated from the Total Project Cost Total Actual cell on the “Cost Plan”.
	Calculated by subtracting the “Revised” number from the “Commit/ Baseline” number.
	Calculated by subtracting the “Actual to Date” number from the “Baseline” or “Revised” number.
	Comments for this item

	Effort
	Manually entered.
	Populated from the Effort Baseline Cumulative dell on the Effort Summary portion of the “Cost Plan”.
	Populated from the Effort Revised Cumulative dell on the Effort Summary portion of the “Cost Plan”.
	Populated from the Effort Actual Cumulative cell on the Effort Summary portion of the “Cost Plan”.  
	Calculated by subtracting the “Revised” number from the “Commit/ Baseline” number.
	Calculated by subtracting the “Actual to Date” number from the “Baseline” or “Revised” number.
	Comments for this item

	Requirements
	Manually entered.
	Enter the number of approved requirements from the end of the Design phase.
	Enter the number of approved requirements from the end of the Design phase.
	Number of requirements implemented.
	N/A
	N/A
	Comments for this item

	Date/ Schedule
	
	
	
	
	
	
	

	Move to Production
	Manually entered.
	GIS project - Enter the commit date approved at the end of the Design phase.

Six Sigma project – enter the commit date defined in the Improve (DMAIC) or Design (DMADV) phase.
	Enter the revised date of deployment. 
	Enter actual date project’s products moved to production.
	N/A
	N/A
	Comments for this item

	Confidence Level
	Not currently used.
	N/A
	N/A
	N/A
	N/A
	N/A
	Comments for this item

	Defects (does not apply to Six Sigma projects)
	Defaulted to this year’s goal.
	Defaulted to this year’s goal.
	N/A
	N/A
	N/A
	Enter the actual number of Sev 1 & 2 defects discovered during the Post-Deploy phase.
	


* If there are no “Revised” numbers, the “Var. of Revised from Baseline” column will contain zeros.
** If “Revised” numbers exist, they are used in the “Est. to Completion” calculation.  Otherwise, “Baseline” numbers are used.   
Status Review
Overall Project Status:

· Use Appendix A, "Overall Status Definition" to help you determine the overall project status.

· Select the appropriate status:

· Red (R)
· Yellow (Y)
· Green (G)

· Only projects with a reporting status of Approved, Cancelled, Hold or Opportunity can have an overall status of NA.

% Project Complete:

· Use Appendix B, “Percent Project Complete Definitions” to determine the % project is complete.
Milestones:

· Key Milestones – Enter key project milestones.  Include external dependencies.

· Target – Enter target dates for milestone completion.  
· Baseline – Enter commit dates at the end of the Design phase for GIS projects.  For Six Sigma projects, enter the commit dates defined during Improve Phase (DMAIC) or in the Design Phase (DMADV).
· Revised– If a milestone was missed, enter the new date.

· Actual – Enter the actual date the milestone was completed.

· Update the status for each milestone:

· NA – not applicable is only for lines without milestones.

· Green – on target to meet date

· Yellow – date is in jeopardy but there is a plan that can possibly allow for completion date to be met

· Red – date has either passed or it is certain that the date will not be met

· If a milestone is missed, or it is determined that it will be missed, and it is on the critical path, the Overall Status turns red.  
· The milestones listed are required milestones for GIS projects.  They are not required for Six Sigma projects unless appropriate.  They can be re-arranged, but not renamed.  To rearrange, use copy and paste function or delete an individual cell's value.  Do not insert or delete lines – this will cause format problems on the rest of the page.

· Each project will have its own, additional milestones.  These can be added by typing each milestone into an empty cell.  Do not insert or delete lines – this will cause format problems on the rest of the page.
Key Risks or Issues:

· Include only KEY risks/issues which are rated Medium (M) or High (H):

· NA – no key issue or risk

· Medium - noticeable impact to the project that will occur if special attention is not paid to it.

· High - issue or risk will have a serious impact to the project and is guaranteed to become a problem unless action is taken.  Potential to turn the Overall Project Status to red.
· If there are more than four key risks/issues, enter a statement "See Corrective Action Plan" and enter the risks/issues on the corrective action plan.
· If there are no project risks rated as M or H, do not do anything (default is NA).
· When a risk/issue is no longer rated as M or H, remove it from the report and replace it with a new risk/issue if applicable and change the status appropriately.
· Be sure to assign a unique number to each risk and issue for tracking purposes.  
This Week’s Accomplishments:

· Include significant accomplishments since the last status report.
Next Week’s Goals:

· Include significant activities/tasks to be completed within the next week.
Corrective Action Plan 
· Corrective Action Plans are required for any yellow or red status and for medium and high issues and risks.

· Complete the information for each action necessary to move a status from yellow or red to green or for mitigating a medium or high risk.
· ID # is a unique action item identifier
· Corrective Action Plan For: describes which items from the Status Review the action addresses (one action item may address several items).  Example: Milestone 2, Issue 1, Effort Metric.
· Action is a specific description of the action required (mitigation plan).
· Assigned To - the person(s) responsible for completion of the action item.
· Target Date - the target completion date (used before the baseline is established.  

· Actual Date - the actual completion date.
· Status is the current status of the action item (Open, Closed, Cancelled, Hold, In Process).
· Although all items must be tracked throughout the life of the project, only those which have a status of Open, Hold or In Process should appear in the top portion.  When an item moves to a Closed or Canceled status, move them to the bottom portion of the worksheet.
Cost Plan

Baseline numbers are approved at the end of the Design phase of the GIS PMP.  Once approved, all changes to these numbers must be reviewed and approved by the appropriate people including the Sponsor, Requestor, and Project Manager.  In addition, Quality Assurance must be notified to verify that all of the appropriate approvals were obtained.  Significant changes must be approved by the GIS Approval Committee and may also need to be approved by the Prioritization Steering Team (PST).  If you are uncertain whether or not the changes need to be approved by the GIS Approval Committee, contact STK GIS PMP Support.

Costs:
· If the project goes over 12 months, request support from STK GIS PMP Support to modify the tables, calculations, etc.

· The cost plan is started during the Analyze phase and updated throughout the Design phase.  At the end of the Design phase, it is approved by the Sponsor, Requestor and Project Manager.  The plan is updated as necessary throughout the project life cycle.
· Most of the Baseline, Revised & Actual labor costs are automatically populated from the “Resource Requirements” sheet.  Those which are not automatically populated are those where the costs are unknown (includes EDS TEC, EDS Consult, Non-EDS Consult).

· See cell comments and/or Appendix C, “Cost Definitions” to understand what types of costs go in each area.

· Where “<mmm-yy>” appears, enter the first month of the project (i.e., Mar 04).  The remaining date column headings will populate.

· Enter the cost information for each month in the appropriate column/worksheet.  The Baseline numbers may only be changed upon request and approval from the Sponsor.
· The “Total Baseline”, “Total Revised” & “Total Actual” columns (for the subtotal and total rows) automatically populate information on the “Metrics” page.

Cost Summary:

· Dates – Populated from the dates at the top of the page.

· Target Costs – Manually entered during the Analyze phase when the target costs have been determined.  Once the baseline costs are established, these numbers are no longer updated.    
· Actual Costs – Populated from the monthly “Actual” columns and the “Total Project Costs” row from the “Costs” portion of the sheet.  
· Baseline Costs – Populated from the monthly “Baseline” columns and the “Total Project Costs” row from the “Costs” portion of the sheet.
· Revised Costs – Populated from the monthly “Revised” columns and the “Total Project Costs” row from the “Costs” portion of the sheet.

· Revised Cumulative Costs – Populated from the “Revised Costs” row from the “Cost Summary” portion of the sheet.

· Actual Cumulative Costs – Populated from the “Actual Costs” row from the “Cost Summary” portion of the sheet.

· Baseline Cumulative Costs – Populated from the “Baseline Costs” row from the “Cost Summary” portion of the sheet.

Effort Summary:

· Dates – Populated from the dates at the top of the page.

· Effort is the number of resource hours required on the project.  Resources included are:

· EDS – Applications

· EDS – Infrastructure

· EDS – TEC
· EDS – Consulting
· Non-EDS Consulting

· STK – Applications

· STK – Business (only if this is their full-time job – this is very rare)

· STK – Infrastructure

· Effort Revised – Populated from the monthly “Revised” columns and the “GIS Total” row on the “Resource Requirements” sheet.  

· Effort Actual – Populated from the monthly “Actual” columns and the “GIS Total” row on the “Resource Requirements” sheet.  
· Effort Baseline –- Populated from the monthly “Baseline” columns and the “GIS Total” row on the “Resource Requirements” sheet.  

· Effort Revised Cumulative – Populated from the “Effort Revised” row.

· Effort Actual Cumulative – Populated from the “Effort Actual” row.

· Effort Baseline Cumulative – Populated from the “Effort Baseline” row.

Resource Requirements

· During the Complete Scope Statement activity, the project manager works with the resource managers to identify the resources that will be required to complete the Requirements Document, the WBS and the Resource Requirements (skills).
· Project Manager also contacts business for business resources needed on the project, including resources needed to support testing throughout various phases of the project.
· Resource managers works with the TDM and Infrastructure Team Lead to identify EDS resource availability and assigns resources to the project.
· Where “<mmm-yy>” appears, enter the first month of the project (i.e., Mar 04).  The remaining date column headings will populate.  Row 13 (sub-heading line) also contains “<mmm-yy>”.  This row of dates will automatically be populated when the main heading starting date is entered.
· Once the Requirements Document and the WBS are complete, the Project Manager updates the Resource Requirements by resource role.  For example, DBA, Web Developer, Tester.  If two or more of the same role are needed (2 DBA's, 3 testers, etc.), enter each resource on its own row.  This includes business resources required throughout the project.  It also includes resources which will be required for production support once the product is deployed.  Project Manager estimates the effort needed per resource role based on the WBS.
· In the "Skill/Role Required" column, enter the skill required.  See Appendix D, “Skill/Role Definitions”.
· In the “System or Functional Area” column, enter the knowledge area required.  See Appendix E, “System or Functional Area Definitions”.

· In the "Revised” monthly columns, enter the estimated number of hours the role will be required on the project.

· The calculation for resource costs is based on 160 hours per month.  
· Project Manager works with resource managers assign additional resources to the project (both Applications and Infrastructure).  When individuals have been identified as available and assigned to the project, update the Resource Requirements document.
· In the "Resource Name" column, enter the individuals’ names.  It is suggested that you enter each name in the following manner “Lastname, Firstname” so it is easier to match up to the PIV reports for recording actuals.
· In the "Company & Org" column, make the appropriate selection for the individual.  This must be completed for each individual so it is included in the totals at the top of the page.
· For each individual, enter the Baseline number of hours the individual will be required on the project each month.
· Obtain approval from the resource managers.  This becomes the Baseline Resource Requirements.  These numbers are used to automatically populate the “Effort Summary” portion of the “Cost Plan”.  They are also used to automatically calculate and populate the relative labor costs on the “Costs” portion of the “Cost Plan”.
· Through the project life cycle, the Project Manager reviews resource requirements with the GIS and Business resource managers to identify changes in resource needs.  Due to constrained resource skills and availability, it is imperative that resource changes/needs are communicated as far in advance as possible.  If minor, these changes should be reflected in the “Revised” column.  If significant, the Resource Requirements may need to re-baselined (and re-approved).
· On a monthly basis, the PIV actual hours reported for the project should be used to populate the actuals column for the appropriate month.  These numbers will be automatically populated in the corresponding Cost Plan actuals.

Approvals
· At the end of the Design phase, the Cost Plan and the Resource Requirements documents are approved.

· These can be approved via email.  

· Attach the email approvals in the appropriate cells on the spreadsheet.  

· The Sponsor, Requestor and Project Manager must approve both documents.

· In addition, the Resource Managers (managers of the resources) must approve the Resource Requirements document.

· If changes to documents are required, the changes must be approved.  

· Attach change approvals in the appropriate columns.  

· If necessary, add additional columns for additional changes.
Finishing Up
· Save the file.
· Click “File>Save As”.  Save the file to the weekly folder and add that week’s date at the end of the file name.

· Close the file.
Appendix A


[image: image1]
Appendix B
Percent Project Complete Definitions

	% Complete
	Business Definition
	GIS Definition (Include Business Definition)
	Six Sigma Project Definition

	0%
	Project Not Started


	
	Champion selection/development of potential project.

	10%
	Project Initiation Activities Complete:

· Project Request Complete (signed by sponsor)

· Project Business Case Complete

· High-level Resource &  Cost Estimates Complete (Order of Magnitude Estimates - range of -25% to +75% from actual)

· Project Sponsor Identified & Approved


	Project Initiation Activities:
· Approved by GIS Approval Committee

· Approved by GIS PST

· Project Manager Assigned


	Define Phase:   

· Team Charter  - Kickoff 

· Clarify Customer Requirements 

· Customer Matrix 

· KANO as needed (Prioritizing needs)

· 4-Blocker 

· Project Management Set Up

· Six Sigma Tollgate Targets (Milestones established) 

· Define Storyboard complete 

Define Tollgate held and signed off

     By lead, champion, process owner, 

     team and finance 

	25%
	Project Planning Complete:

· Risk Assessment Complete

· Key Stakeholders Identified

· Scope Statement Complete (signed by project sponsor)

· High-Level WBS Complete (Design Complete)

· Cost Plan Complete

· Schedule Complete (Tasks Identified, Dependencies, Task Estimates)

· Major Milestones & Target Dates Identified

· Resource Plan Complete

· Risk Plan Complete

· Communication Plan Complete

· Procurement Management Plan Complete

· Baselines Approved


	Analyze Activities:

· Startup Activities Complete

· Kickoff Meeting Conducted

· Requirements Complete (does not have to be at the design level at this point)

· Project Approach Determined

· Technical & Architectural Impact Assessment Complete

· Development & Test Environments Setup Complete

· Test Approach Complete

Design Activities:

· Solution Design Complete for at least 50% of Project’s Products (technical components or functionality).

· Development & Test Privileges Obtained

· Training Plan Complete

· Design Review Complete 
	Measure Phase:

· High Level SIPOC

· Output Measurements (Ys)   (graphic display) 

· Central Tendency  Displayed 

· Process Variation Displayed 

· Detailed Process Map (As Is) 

· Updated Storyboard 

Measure Tollgate held and signed off

     By lead, champion, process owner, 

     team and finance  



	50%
	Project Plan Execution:

· 50% of Project’s Scheduled Tasks Complete


	Develop & Test Activities:

· Code Version Control Method Determined

· Content Developed & Reviewed

· Solution Design Complete for all Project’s Products (technical components or functionality)

· Minimum of 75% of Project’s Products are Complete & Through Unit Testing 


	Analyze Phase:

· Data Analysis  (Pareto/Cause & Effect)

· Process Analysis (value add non-VA)

· Root Cause Analysis 

· Update estimated benefits with quantified $$ Opportunity 

· Identified Driving X’s of the Y’s 

· Update Storyboard 

Analyze Tollgate held and signed off

     By lead, champion, process owner, 

     team and finance

	75%
	Project Plan Execution:

· 75% of Project’s Scheduled Tasks Complete


	Develop & Test Activities:

· 100% of Project’s Products are Complete & Through Unit Testing

· Code Review Complete

· 75% of Functional Test Activities Complete

· Business Processes Updated

· Training & User Documentation Complete

· User Acceptance Testing Complete (include scope verification)

· Business Rollout Plan Complete

· Technical Implementation Plan Complete

Deploy Activities:

· Release Test Complete

· Maintenance & Support Turnover Documentation Complete

· Readiness Review Complete
	Improve Phase:

· Generated Potential Solutions 

· Solution Selection Criteria 

· Best Solution Identified 

· Best Solution Error-Proofed 

· Solution Pilot or Validate solution fixes problem 

· Develop Control Plan 

· Develop Implementation Plan 

· Implement Solution
Improve Tollgate held and signed off

     By lead, champion, process owner, 

     team and finance

	90%
	Project Implementation Phase Complete:

· Applications or Processes Implemented 

· Training has Begun or is Completed
	Deploy Activities:

· Project’s Products Moved to Production

· Production Validation Complete

· Handoff to Maintenance & Support Team Complete
· 30 Day Warranty Started

	Control Phase:

· Monitor Process 

· Establish Actual Benefits (proof)

· Cost versus Benefit FMEA  (Risk Analysis-potential failures of the process) 

· Standardize as needed 

· Fully documented process 

· Response Plan 

· Transitioned monitoring to process owner(s)

· Implement Solution

 Control Tollgate held and signed off

     By lead, champion, process owner, 

     team and finance  

	100%
	PROJECT COMPLETE:

· 100% of Project’s Scheduled Tasks Complete

· Formal Acceptance by Project Sponsor

· Administrative & Contract Closeout Complete

· Lessons Learned Complete

	PROJECT COMPLETE:

· Warranty Period Complete

	PROJECT COMPLETE:

· Six Sigma/Finance Tracking Review

· Project Closed 

· Six Sigma Project File Closed 

$$ Tracking Continued… 

Sustain Gains in monitored metrics 

       For twelve months past 

       implementation (one twelfth of 

       actual benefits taken each month)

     * Note DMADV projects different 


Appendix C
	Cost Category
	Definition of Costs Contained in Cost Category

	GIS & Business Labor 
	· Includes the following resources:

· EDS Applications @ $12,715/mo

· EDS Infrastructure @ $12,062/mo

· EDS TEC @ $12,062/mo

· StorageTek Applications @ $12,715/mo

· StorageTek Infrastructure @ $12,062/mo

· StorageTek Business @ $12715/mo

· Only include business resources that are assigned 100% to the project and would not have a job at StorageTek if they were not working on the project.  Resources falling into this category will be very rare.

· Include the time required to complete the entire GIS PMP process.  
· Labor costs may not reconcile with the project schedule since labor costs may include non-task related labor expenses. 
· Support costs during the 30-day Post-Deploy phase should not be included in project costs.

	Incremental Labor
	· Includes the following resources:

· EDS Consultants
· Non-EDS Consultants

· For specialized EDS resources obtained through a 'task order', the task order rate applies.

	Communication
	· Include all communications expenses specific to the project that are special accommodations and not normally provided.  
· Communication expenses may include connectivity charges for team members, subcontractors, or clients. 
· Other areas are conference lines, VPN or special connectivity.  

	Facilities
	· Include all project-specific space rental and related office expenses.  
· Facilities expense does not usually need to be anticipated and tracked when the project is being performed at an STK facility unless additional accommodations were required beyond those associated with that facility and are to be expensed to the project.  

	Hardware
	· Include all hardware purchases and lease expenses that are specific to the project.  
· Hardware expenses may be managed by an organization outside the immediate project team such as an Infrastructure Group. If so, use the Infrastructure rate for calculating costs.  
· Hardware costs for the project should include the purchase of new hard drive space, RAM, servers, etc.

· Hardware costs does not include the ongoing maintenance costs for hardware items.
· Hardware can fall into either Expense or Capital based on the cost and life expectancy of the hardware.

	Relocation
	· Include all relocation expenses for individuals being relocated for the expressed purpose of supporting the project.  
· Relocation expenses must be planned, approved and tracked.

	Software
	· Include all software purchase and lease expenses that are specific to the project.  
· Software expenses may be managed by an organization outside the immediate project team such as an Infrastructure Group.  
· Software expense should not include purchase of customary workstation software. 
· Examples of software costs that would be included are special testing tools, development tools, client licenses and server licenses above and beyond what is normally included. 
· For recurring licensing costs, make sure that these costs are not only documented for the duration of the project, but are also communicated to the appropriate group (e.g. infrastructure) as an additional ongoing expense.
· Software can fall into either Expense or Capital based on the cost and life expectancy of the software.

	Supplies
	· Include all project-specific supplies such as reproduction of training materials, user guides, technical manuals, etc...  
· This expense should not include normal office supplies for individuals that would be expected in any office environment such as pens, pencils, staplers, and scotch tape.  

	Training
	· Include all training costs which include Webinars, Seminars, etc.

· There are other costs which may be related to training but should go under the other categories such as Consultants, Facilities, Travel & Living, Supplies, Communication, etc. 

	Travel & Living
	· Include all travel costs that are undertaken expressly for the purpose of completing project commitments and deliverables.  
· Travel to meetings or events not specific to the project should not be reflected unless agreed to in advance by the client.  
· This includes all travel expenses such as air fare, rental cars, taxi fares, lodging and meal expenses.

	Other
	· This category should be used to document any project cost that is not reflected in the above category. 
· Specify what “Other” means.


Appendix D
Skill/Role Definitions
	Skill/Role
	Definition

	Architect
	

	Black Belt
	Black Belts are the work horses of a Six Sigma program. They focus their efforts on executing improvement projects by leading teams through the Define, Measure, Analyze, Improve, and Control methodology.

	Business Analyst
	Is considered a "subject matter expert" in one or more areas.  Can be from a technical or business group.  Project responsibilities include, but are not limited to assisting with: defining requirements, development of the project schedule, solution design, testing, training, communication, documentation and deployment.

	Champion
	Six Sigma Champions are responsible for removing barriers so Black Belts and Green Belts can execute the project. Champions select Six Sigma improvement projects and work to prioritize them by business need. They also drive Six Sigma within their respective business unit and are typically Senior Managers.

	Configurator
	Technical SAP resource.

	Coordinator
	Assists with a specific project need, usually in the areas of training, communication, documentation or testing.

	Data Modeler
	

	Database Administrator
	Usually specialize in a particular area such as SQL, Oracle, etc.  Technical resource with project responsibilities that include database modeling/design, access, server location, load programs, set up batch runs, etc.

	Designer
	

	Developer
	Typically specialize in a particular program language/software such as Siebel, ABAP, ASP, etc.  Technical resource that write code to perform desired functions within software programs.  Project responsibilities include, but are not limited to:  solution design, code reviews, unit testing, comment code, code version control and fixing issues that arise during other project testing.

	Green Belt
	Green Belts also work improvement projects either as part of their day-to-day work or assisting Black Belts. Projects led by Green Belts are typically smaller in scope and/or complexity compared to Black Belt projects. Green Belts receive less training on the tools and techniques of Six Sigma than their Black Belt counterparts.

	Lead
	A person with strong technical knowledge who can lead other technical resources.

	Mentor
	A person who is more knowledgeable in a specific area that provides guidance to a person who is learning that same area.  For example, new Black Belts or Green Belts are assigned a “mentor” to work with them on their first Six Sigma project.

	Other
	This is just a miscellaneous category provided if a skill/role that is required doesn't fall into one of those already provided.

	Program Manager
	Ultimately responsible for the successful management and deployment of a program.  A program is several individual related projects which are being managed under one "umbrella".

	Project Manager
	Ultimately responsible for the successful management and deployment of a project.  A project is a temporary, unique endeavor undertaken to deploy a defined set of deliverables.  

	Project Team Lead
	

	Quality Assurance
	Quality Expert in involved in the Quality review/audits conducted throughout the project lifecycle per the PMP.

	Subject Matter Expert
	Resource considered to be an “expert” in his/her area.

	Support
	Technical resource considered a "subject matter expert" in one or more support areas such as network, programs, security, etc.  Project responsibilities include, but are not limited to assisting with: defining requirements, development of the project schedule, solution design, development of system documentation (business continuity, WORP, application recovery, support/maintenance plan) and deployment.

	System Administrator
	Technical resource considered a "subject matter expert" in one or more platform or system areas such as NT, UNIX, etc.  Project responsibilities include, but are not limited to assisting with: defining requirements, development of the project schedule, solution design, environment setup and deployment.

	Tech Team
	

	Tester
	


Appendix E
System or Functional Area Definitions
	Knowledge Area
	Definition

	ACES
	International enterprise system.

	ASP
	Active Server Pages - web program language.

	Business
	Represents any business area.

	CIF
	Corporate Information Factory – corporate wide reporting tool.

	Clarify
	Global services issue tracking system.

	CMS
	Content Management System – web publishing tool used on some of StorageTek’s web sites.

	Communication
	Communication to project stakeholders

	eCases
	

	Enterprise Testing
	Performance, load and regression testing.

	ETL
	Extract, Transfer & Load (a warehouse tool)

	Help Desk
	Technical GIS help desk.

	Info Warehouse
	Legacy Information Warehouse

	JAVA
	Web program language.

	JSP
	JAVA Server Pages – web program language.

	Network
	Connectivity

	Non-Enterprise apps
	Applications other than ACES, Clarify, SAP and Siebel.

	NT
	Platform.

	Oracle
	Database

	Other
	

	PMO
	Project Management Office

	Portal
	

	SAP
	Generic SAP 

	SAP ABAP
	SAP program language.

	SAP Basis
	SAP System & Database Control/Maintenance

	SAP FI
	SAP Finance

	SAP HR
	SAP Human Resource.

	SAP MM
	SAP Material Management.

	SAP PY
	SAP Payroll.

	SAP SD
	SAP Sales Distribution.

	SAP SM
	SAP Service Management.

	SAP VC
	SAP Variant Configurator.

	SAPScript
	Specific SAP developer skill.

	Security
	System security and access.

	Siebel 6
	Sales management application.

	Siebel 7
	Sales management application.

	SQL
	Database.

	Training
	Training of project team members, support personnel and end users.

	Unix
	Platform.

	Visual Basic
	Program language.

	Web - Other
	Other web resource not previously identified.

	WebMethods
	Program language.


Yes





Yes





No





Point in Time Status





Status = 


Green





Do you have a plan for this period?





Status = Red





Beginning of Decision Tree





Status = 


Red





Did you meet plan for this period?





No





Overall Objective Status





Do you 


foresee a risk/problem in meeting the overall 


objective?





Do you 


foresee a risk/problem in meeting the overall 


objective?





Will meet overall objective





Plan to offset risk/problem





Cannot meet objective*





Should meet overall objective





Plan to offset risk/problem





Cannot meet objective**





*You have a plan to offset risk/problem but still don’t foresee making objective





**Even with the approved plan you are skeptical about meeting the objective





Overall Status Definition
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