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we'll cover
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The point of Stakeholder Demo 5 essentials
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How do you feel about
project status reporting?



4 Reasons to report




Why we report
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Reporting Nas to balance
whnat the audience wants to near
and wnat we need to tell them



2 Stakeholder expectations




AsK the rignt

questions
to get the rignt

data



Ask stakeholders
what they want

— ) * What do you most want to hear about
relating to this project?

« How often do you want to receive a formal
status report?

- How often do you want informal reports?

In what format?

* What are you most concerned about on this
project?




Project management Project deliverable
SUCCEesSs SUCCEeSS

* Did we do the project well? » Did we get the expected business

i ?
- Did we follow processes? results

* Did we deliver the right thing?

Bk

« Was the delivery smooth?




Decide
whnat to
track

RAG status

Delivery dates/milestones
Budget

Resourcing

Variances against forecast
Narrative description of progress
Most significant issues

Most significant risks

Decisions required
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OW Mmany of you are
sing Microsoft 3657



3 Demo — Using Microsoft 365 for
Status Reporting
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Connect with your team, wherever
and whenever they work. Set up
oroject specific teams with emails,
ohone calls, appointments.

Leverage collaborative features in
Microsoft Teams to move work
forward quickly.

Work on project documents and
deliverables together using
SharePoint Online.
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/ ‘ 5 Essentials for making your
reports required reading




Heports
Rel t

should be a |
Informative, covers status and how it affects stakeholders




RepOorts
S h Ou ‘ d be Relevant

Informative, covers status and how it affects stakeholders

Timely

Up-to-date and date-stamped
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Heports
should pe

Timely

Up-to-date and date-stamped

Trustworthy

Trusted sources and trusted interpretations

Accurate

Don't report what you are guessing

Clear

Easy to understand with no hedging language




30

Key
takeaways

« Make sure you are reporting for the right reasons

 Tailor the content to meet the expectations of the

audience

« Use the most appropriate delivery method and make

use of your tools

* Check reports are relevant, timely, trustworthy,
accurate and clear




Questions!

Use the questions panel in
GCoToWebinar!



T HANK
Y OU

BrightWork.com RepelsGuigdeToPM.com

iNnfo@brightwork.com elizabeth@rebelsguidetopm.com
asheehan@brightwork.com

~ " | ElizabethHarrin |
‘ . ‘ l o 4 e SH ) EhgmAhHﬁ"AGIN“; Custc -Centric {'3 c ti
d . / Projec nagement ommunica ing
0@ Y Collaboration Tool o
.. et ‘ Slarerston T | MULTIPLE Change
Personal and k, - 3 ' How to Choose, Get Started, and

Collaborative

. - o
Leadership Y - B D Y ala™
gglgstk eholder: e R v, e RN = =
°°°°°°°° n pri |ect é o Y £ Increase Productivity .
n { == ) . / 2r e o~
i 5 y 2 7 3 s
3 ) — Y b N i
i i K AOE L)
\ o \ o LT ' \z,
Wi &

‘. E‘ ‘ Howo ss people power
i ,/

Collaborate with Technology




