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IMPORTANT NOTES

The notes in this document are intended to help you as an End Project Report is produced.  They are all in italics and should be deleted before it is submitted for review.  These “Important Notes” are also to be deleted.

This Product Template is intended for use in all Bid Projects and Delivery Projects.  Section headings may be changed and/or added as appropriate.  What is most important is to ensure that the document does address all the relevant questions and points.

The Product Templates in Bids and Projects (B&P) are matched to its Process Descriptions and Product Profiles.  Typical “routine” processes are described in Bids and Projects, so when using the Product Templates it offers, it should be sufficient to refer (and link) to the relevant B&P pages.

However Bids and Projects has been designed to provide an overarching process which represents good practice, and within which detailed variations are permitted .  The detail you are required to provide locally may vary from one Business Unit to another, and local Product Templates or other documents are not only permitted but encouraged.  Feel free to adopt your own Product Templates, what matters is that your Project is managed according to the principles and the broad approach described in Bids and Projects.
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1 PURPOSE OF THIS REPORT

Say why this report has been prepared (e.g. regular reporting, special circumstance) and identify the Project it covers. If it is not a regular report, outline the circumstances that have made it necessary.

2 SUMMARY OF PERFORMANCE AGAINST PLAN

This table provides an “at-a-glance” view of a Project’s performance as compared with the first version of the PID and Project Plan.  An effective way of presenting the information is to add to the Summary Status entries, the word “Red”, “Amber” or “Green” as appropriate in the box, and set the background colour of the box to match.

The suggested topics are a checklist of what you should be communicating in your report.  If you wish to use different headings then do so, but do take the opportunity to discuss them with the Bid Executive or the Project Executive.

In the next section you have an opportunity to explain or comment on the entries in this table.  This explanatory text should be deleted.

	Topic
	Summary - Planned
	Summary - Achieved

	
	
	

	Overall Result -  (R/A/G)
	
	

	
	
	

	Schedule
	
	

	
	
	

	The closingt Financial Status
	
	

	
	
	

	The Business Case
	
	

	
	
	

	Resourcing
	
	

	
	
	

	Issue Management
	
	

	
	
	

	Risk Management
	
	

	
	
	

	Quality Engineering
	
	

	
	
	

	The Contract(s)
	
	

	
	
	


3 NARRATIVE REPORT

These section headings are provided as a reminder, and for completeness.  If you need to cover a topic that is not here, then add it.  If there is nothing to be said under one or more headings, then either delete the headings or type something like “No report”.  Delete this explanatory text.

3.1 Overall Result (R/A/G)
Just summarise the outcome of the Project as it is reflected in the table in section 1.  Hopefully it is good, but don’t hide the bad bits (if any).  You may provide more specific information in the sections that follow.  Delete this text.
3.2 Schedule
3.2.1 What was achieved
3.2.2 Reasons for Departure(s) from Schedule
3.3 The Closing Financial Status
3.3.1 Price
3.3.2 Margins
3.3.3 Billings and Payments
3.4 The Business Case
3.4.1 Planned
3.4.2 Changes
3.4.3 Benefits Realised
3.4.4 Perceived Validity
3.5 Resourcing
3.5.1 Match of Experience to Assignments
3.5.2 Team Spirit and Commitment
3.5.3 Accuracy of Estimation and Planning

3.6 Issue Management
3.6.1 Significant Issues
3.6.2 Impact of Significant Changes
3.6.3 Effect/Impact of Tolerances
3.6.4 Issues Unresolved

...

3.7 Risk Management

3.7.1 As Planned
3.7.2 Changes to Risk Management Planning

3.7.3 Effectiveness of Contingency & Mitigation
3.8 Quality Engineering
3.8.1 Significant Quality Events & Status
3.8.2 Quality Control Measurements
3.8.3 Quality Assurance Measurements
3.8.4 Implementation of the Quality Plan – conclusions
3.9 The Contract(s)
3.9.1 Experience of their Use
3.9.2 Significant Changes Agreed/Rejected
3.9.3 Deliveries and Acceptance
3.9.4 End -User/Customer Attitude
4 SUBJECTS FOR THE POST-PROJECT REVIEW

Here you should identify points that arise from the earlier part of this report.  The purpose of this section is to create an agenda for the Post-Project Review Plan, and suggested directions for the Review.
You may of course choose to include here your reports on Lessons Learned and Follow-up Actions.  If so there would be no need to prepare separate versions of these reports.  When preparing this part of the report, remember to include any points arising from the way the Project was Bid (including whatever was said in the Post-bid Assessment Report).

Keep the section break that follows here to maintain the consistency of the headers and footers.  Delete this text.
5 STATUS TABLES

The Product Templates provided by Bids and Projects Standard for status reporting of all Bids and Delivery Projects are a layered set which includes:
· a Project Status Table

· a Phase or Stage Status Table

· a Workpackage or Checkpoint Status Table

· an Activity Status Report.

The format of all four is the same, to simplify consolidation of summary information from one level up to the next (e.g. from Activity to Workpackage, or from Phase/Stage to Project).  This section is in landscape presentation to simplify the inclusion of the Tables, either as Excel Objects or by copy and paste.

Add as many page breaks as you need before the end of this section to accommodate the relevant Status Tables.  Remember that Status Tables will be needed for all work units covered by the Plan, including work that has been completed, and work that has yet to start.  Insert or delete headings as required.
5.1 Project Status Table
...
5.2 Phase/Stage Status Tables
...
Keep the section break that follows here to maintain the consistency of the headers and footers.  Delete this text.
APPENDIX

A THE CLOSING FINANCIAL STATUS

A.1 The Closing Financial Status Report (FSR)

If required, copy into this section the final Financial Status Report (FSR) for the Project.  This may be done either by inserting the report as an Excel Object or by copying and pasting it from the Excel worksheet.  Delete this text.
A.2 Commentary on the Closing FSR

Explain and comment on the final FSR here.  Delete this text
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