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Types of Program Reports & Their Distribution

What:  A quick reference or menu for various reports that the Program Manager may need during project tracking. 

Why:  Key to the success of a Program is the extent to which the Program Manager and Team communicate to the stakeholders related to the Program. The Program Reports table lists reports that are helpful in communicating Program Tracking information.

The primary purpose of tracking activities against a base-lined program schedule is two-fold:

1.
During the program's life-cycle, tracking is a process used to maintain control and anticipate change in areas relating to schedule, resources, and costs

2.
After the program's life-cycle, tracking provides historical metrics that can be used to help plan, establish budgets and allocate resources on similar programs/projects in the future.

How:  It is recommended that the Program Manager become familiar with the purpose of each of the reports by studying the Program Reports table. In addition, the Program Manager needs to be aware of the specific communication needs within the organization and with any other customers and suppliers.

The Program Manager can then select which reports need to be produced, by whom, and to whom they should be sent.

Typical audience for various reports:

	Audience 
	Report Type

	Sponsor 

PMT 

Senior Management 
	(
Spotlight Report

(
Milestone Slip Report

(
Phase Slip Report 

(
Program Summary Gantt

(
1 Page Program Summaries (text)

(
Galileo Program Status Update 

	Program Manager

Core Team

Subproject Managers
	(
Spotlight Report

(
Negative Float Report

(
Other Analysis Reports

(
Subproject Summary Gantt 

	Other Individuals
	(
Detailed Schedules

(
Update Report


Types of Program Reports & Their Distribution

	Report Name
	Type/

Format
	Purpose
	Key Elements
	Prog. Coord.
	Plan Owner
	Core Team Lead.
	Sr. Mgmt.

	Summary Gantt Chart
	Auto./ Graphic
	High-level schedule summary of project
	SYMBOL 119 \f "Wingdings"  Summary bar for each functional area

SYMBOL 119 \f "Wingdings"  Key milestone variances highlighted
	SYMBOL 252 \f "Wingdings"
	
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"

	Spotlight Report
	Manual/ Table
	High-level text status of major milestones or functional areas
	SYMBOL 119 \f "Wingdings"  Red, Yellow, Green assessment of selected milestones and/or functions
	SYMBOL 252 \f "Wingdings"
	
	SYMBOL 252 \f "Wingdings"
	opt.

	Milestone/Phase  Slip Charts
	Auto/

Tabular
	High level,  1 page graphical view of program performance, both actual and forecast
	SYMBOL 119 \f "Wingdings"
Graphical view of milestone/phase performance by report date

SYMBOL 119 \f "Wingdings"
Indicates which milestones/ have been completed or are forecast to be completed on time by reporting period 
	SYMBOL 252 \f "Wingdings"
	
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"

	Summary Analysis
	Manual/ Text
	Vehicle to capture "soft" data from update
	SYMBOL 119 \f "Wingdings"  Accomplishments for reporting period

SYMBOL 119 \f "Wingdings"  Deliverables completed

SYMBOL 119 \f "Wingdings"  Any new, outstanding or closed issues

SYMBOL 119 \f "Wingdings"  Outlook for next reporting period
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"
	

	Deliverables Report
	Auto./ Tabular
	Visibility and status of interface milestones (deliverables, dependencies, approvals) within each function's work plan
	SYMBOL 119 \f "Wingdings"  Baseline, Planned and Need Dates

SYMBOL 119 \f "Wingdings"  Indication of late deliverables
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"
	

	Schedule Report
	Auto./ Tabular
	Complete listing of all tasks, summary activities, and milestones and scheduled dates for each
	SYMBOL 119 \f "Wingdings"  Planned & Actual Start/Finish Dates

SYMBOL 119 \f "Wingdings"  Planned/Remaining Duration
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"
	opt.
	

	Detailed Gantt Chart
	Auto./ Graphic
	Graphical representation of task schedules
	SYMBOL 119 \f "Wingdings"  Timeline for all tasks/events
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"
	opt.
	

	Schedule Status Report
	Auto./ Tabular
	Format for capturing schedule status data
	SYMBOL 119 \f "Wingdings"  Listing of task/events in status window

SYMBOL 119 \f "Wingdings"  Planned & Actual Start/Finish Dates

SYMBOL 119 \f "Wingdings"  Planned/Remaining Duration
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"
	
	

	Comparison Report
	Auto./ Tabular
	Identify changes in the current plan as compared with the baseline or any previous update period's schedule
	SYMBOL 119 \f "Wingdings"  Change in Start/Finish Dates

SYMBOL 119 \f "Wingdings"  Impact of schedule change/total current float
	SYMBOL 252 \f "Wingdings"
	SYMBOL 252 \f "Wingdings"
	
	

	Dependency Report
	Auto./ Tabular
	Listing of all logical dependencies for each task and event; used to verify and validate relationships
	SYMBOL 119 \f "Wingdings"  Predecessor to each task/event

SYMBOL 119 \f "Wingdings"  Successor to each task/event

SYMBOL 119 \f "Wingdings"  Type / lag factor for each relationship
	SYMBOL 252 \f "Wingdings"
	opt.
	
	

	Negative Float Report
	Auto./ Tabular
	Identification of the most critical activities (from a schedule perspective) variance analysis
	SYMBOL 119 \f "Wingdings"  Planned & Scheduled Finish Dates

SYMBOL 119 \f "Wingdings"  Slack/negative float
	SYMBOL 252 \f "Wingdings"
	
	
	

	Special Reports
	
	On request
	TBD
	
	
	
	


Program Reports Table - Column Descriptions

The following are the descriptions of the entry columns on the above Program Reports MS Word form. 

SYMBOL 183 \f "Symbol" \s 10 \h
Report Name – These are the typical reports produced by the Program Manager/Team.

SYMBOL 183 \f "Symbol" \s 10 \h
Type/Format – Indicates whether the report is automatically or manually generated and whether it is primarily graphical, tabular or textual in nature.

SYMBOL 183 \f "Symbol" \s 10 \h
Purpose – This column describes why the report is created. It provides a high-level view of what information can be expected in the report.

SYMBOL 183 \f "Symbol" \s 10 \h
Key Elements – This column defines the specific data contained in the report.

SYMBOL 183 \f "Symbol" \s 10 \h
Prog. Coord. – Checked if the Program Coordinator typically receives the report..

SYMBOL 183 \f "Symbol" \s 10 \h
Plan Owner. – Checked if the Plan Owner typically receives the report..

SYMBOL 183 \f "Symbol" \s 10 \h
Core Team Lead. – Checked if the Core Team Leader typically receives the report..

SYMBOL 183 \f "Symbol" \s 10 \h
Sr. Mgmt. – Checked if Senior Management typically receives the report..

