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Operations Report Process Rules:

1. This report is meant for the internal self-management of IT and is not intended as a communication vehicle with customers.  The IT Customer Relationship Executive function will provide regular reporting and liaison with IT’ customer constituencies.

2. Enterprise Operations authors this report each month, working closely with all IT Project and Service Delivery Teams.

3. Customer-focused project information is reported in the Project Accomplishments section via Project Score Cards.

4. Only major customer deliverable/project milestones are reported in the “Project Accomplishments” section.

5. Red Status project reports are for exception reporting concerning projects in trouble and that require management intervention.

6. Yellow Status project reports are for exception reporting concerning projects in trouble but where the project team is comfortable with their ability to bring the project back to “Green” status.

7. “Green” projects are reported only in terms of major, customer-oriented “Project Accomplishments.”

8. A “Purple” project is on hold pending a decision by the University and a release of resources to proceed.

9. A “Red” project remains in the report as long as its status is “Red” or “Yellow.”  The IT owner of the project provides the updates.

10. During the Operations Report review each month, the Office of the Executive Director of IT will track and report on any follow-up items that emerge during the review discussion.  The same is true for any improvement initiative raised during the review process.
As of [publication date of scorecards]
[month-month, year]  PROJECT SUMMARY/MASTER SCHEDULE*

*Individual Project Score Cards follow this summary.

Note: The accompanying Excel Spreadsheet summarizes the status of all major projects (excluding SLA work) currently underway within the Information Technology Division.  The master schedule organizes projects by their dependencies – both in terms of timing/delivery and staffing.  Each project entry includes the following information:

· project name
· if a score card is attached (blue coloring; yes/no)

· the duration of the project in terms of months

· its status:

· green for projects on schedule

· yellow for projects behind schedule but under control

· red for projects in trouble

· white for completed projects

· purple for projects on hold or pending

· project issues & dependencies

· staffing issues & dependencies
For the present report, the projects appear on the Project Summary/Master Schedule in alphabetical order according to project name. 

[month-month. year]  PROJECT ACCOMPLISHMENTS
Note: Project Statuses are presented as “Project Score Cards.”  These documents are attached as a separate file of PowerPoint slides.  The score cards are organized in the same order as the Project Summary/Master Schedule, which is in alphabetical order according to project name.

Key to Overall Project Status Coloring:

· “Red” Projects – those projects in serious need of support/in danger of failing.

· “Yellow” Projects – those projects that are not proceeding as plan but are under control, i.e. where management intervention is in place to provide course correction.

· “Green” Projects – those projects proceeding as planned.

· “White” Projects – those projects that have been completed during the past month.

· “Purple” Projects – those on hold, deferred or formally delayed when no IT work is underway.
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