These forms were developed by the participants in the Managing Multiple Projects program at PMI SeminarsWorld® in Scottsdale, AZ in April, 2004.  They are intended for the use of participants in Pritchard Management Associates’ and PMI programs.  
For the forms on this page, they are currently “unlocked” for modification.  To lock them down and make full use of the “forms” function, in Word, go to View/Toolbars/Forms and once the toolbar is open, click on the padlock icon to lock the form in place and make full use of the form fields. 

This form was created to minimize redundant processing on gathering specific task status. 
	Weekly Status Report

	Project Name: 

Project Name
	Date:

Date of Report
	Resource Name:

Resource Name

	Task Name/Number
	Planned Due Date
	Current Status

	1. Task Name/Number
	Baseline Due Date
	Time - Cost - Performance Status

	2. Task Name/Number
	Baseline Due Date
	Time - Cost - Performance Status

	3. Task Name/Number
	Baseline Due Date
	Time - Cost - Performance Status

	Task Commentary
	
	

	1. Rationale for variance/Notable achievement


	2. Rationale for variance/Notable achievement


	3. Rationale for variance/Notable achievement


	Lessons Learned

	Example: Set up a sub-directory in the public R: Drive allocated for project content, as it’s the only FTP directory that allows for almost universal public access.  (Use security, however, on the individual documents).  We discovered the M: drive locks out vendors and clients. 

Rules:  Be as thorough as possible in identifying the specific lesson learned

	Lessons learned/Tricks of the trade identified

	Lessons learned/Tricks of the trade identified

	Lessons learned/Tricks of the trade identified

	Risks/Comments

	Risk Event(s)/Jeopardies Encountered/Concerns Identified

	Risk Event(s)/Jeopardies Encountered/Concerns Identified

	Risk Event(s)/Jeopardies Encountered/Concerns Identified

	Team Member Signature:
	


Communications Plan to ensure effective communication with the appropriate parties.  Brought on by redundant information being shared by team members, assignment confusion on the part of some team members, and the need for information standardization on projects. 
Role Clarification

	Resource Name
	Title
	Role
	Department
	Contact Information
	Comments/ Other

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


Correspondence History/Log 
Created to ensure that there is a measure of consistency in the way in which the project documentation (across projects in the organization) is tracked

	Example
	Correspondence
	Title
	Name (Issuer)
	Name (Receiver(s))
	Remark(s)

	A Project
	A-D-1/C-1- 2004-001
	Submittal of design Document
	M. Donald
	Ada Farm
	Info. Only

	B Project
	B-1/B-3 – 2004-003
	Request for acceptance
	Eli Lehigh
	O. MackE
	Approval Req’d

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


Legend

A, B, C --- Project Name

D1 = Project Manager

D2 = Quality Assurance

D3 = Design Team

D4 = Manufacturing

E-mail Protocol
These protocols were driven by problems associated with the proliferation of e-mail in the team environment.  The specific headaches they were designed to address include:

· People sending e-mail just to say “Thanks,” and hitting “Reply All”.
· People inappropriately using FYI to the wrong communications’ chain

· Sending e-mail to an inappropriate audience

· Chain letters being forwarded

New Project(s) E-mail Policy

1. No chain letters

2. E-mail per the communications plan 

(Based on team member list and any sub-team groups)

3. Clearly state the “Why?” following “FYI =”

(Highlight the important content or delete unimportant content)

4. “Reply All” only if information pertains to all participants

5. If an e-mail cycles more than 3 times back and forth, set up a meeting

6. Be aware that e-mail trafficked may be audited by network administration

(Within legal and professional boundaries)

Footer Template
The team strongly recommended that a template be established for footers to ensure that the paper trail is clearly linked to the electronic trail and vice-versa. Page numbers are automated.  
	Location/Filename:               Page 1 of 5                                Revision Date: Date

	Author:  First Name/Last Name
Special Considerations:   FORMDROPDOWN 



Communication Sharing – web form for sharing data
This is actually a form that would need to be developed for Internet use on a team/public web site to afford clear communication to specific project groups.  It allows for anyone to work to share information across the project organization, filtered through an individual with communications’ responsibility.

 FORMCHECKBOX 
  Local

 FORMCHECKBOX 
  National

 FORMCHECKBOX 
  International

 FORMCHECKBOX 
  Department


 FORMDROPDOWN 
 Department Name

 FORMCHECKBOX 
  Location


 FORMDROPDOWN 
  Location Name

Subject:  Insert Subject Line 
Communication:  (500 Words or Less)

Input to this field is limited to 5000 characters.  If more words are required, contact the communications' department.
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