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Copyright & Legal (example)
This report, prepared specifically for OnProject.net, is the intellectual property of IBID Communications.  It is protected by copyright and it is presented in circumstances of complete confidentiality.  It must not be given, reproduced, or disseminated, to any person, public authority, institution or organisation without the express consent of IBID Communications in writing.

In no event shall IBID Communications be liable to anyone for special, incidental, collateral, or consequential damages arising out of the use of this information.

Many designations used by manufacturers and sellers to distinguish their products are claimed as trademarks or other proprietary rights.  Where designations appear, and when the editorial staff were aware of a claim, the designations have been shown.  Other trademarks, registered trademarks, and service marks are the property of their respective owners.

Copyright (c) 2007 IBID Communications.  All rights reserved.
Originated in Australia.
Background
Brief outline of any background to the Project / (business / political) context. Include brief outline of rationale, who commissioned by, drivers etc. Where does the project fit within wider picture?

	Context
	Stakeholder
	Internal Environment

	· International

· Political

· Legal/Regulatory

· Economic

· Technological

· Socio-cultural
	· Competitors

· Customers

· Suppliers

· Strategic Allies

· Regulators


	· Owners

· Employees

· Board of Directors

· Culture




Objectives Performance
Objectives specified in PID
Quote exact objectives from Project Intiation Document (PID)
Objectives achieved

Note the extent of the achievement for each objective
Objectives not achieved

Note why objective(s) was not achieved

Scope Performance
Financial Performance

Every project manager has their own set of metrics however if you haven’t properly defined your baseline (ie budget) in the PID then you will find it very difficult to measure your performance.
Some suggested financial reports are:
· Financial summary (narrative)

· Actuals vs Planned (Budget) Expenditure

· Total

· By stage

· By work package

· Expenditure by Major Category (e.g Staff, Equipment, Services) vs Planned
· Expenditure by Supplier (in decending order) vs Planned
· Expenditure by Funding Unit (good for multi-revenue stream projects) vs Planned
· There are many more!

Talk to your finance officer in your organisation for more details on what is expected to be reported at the end of the project.  Re-tooling your project finance tracking system can be very painful.
Schedule Performance

Again this analysis can be done in different ways however here are some suggested approaches.
· Performance of Key Milestones and impacting considerations

· Actual ManHrs vs Planned 
· Total

· By Stage
· By Work Package
Performance of Project Tolerances

This section is very straight forward and simply provides an analysis of the project tolerances as specified in the PID.
Change Performance
Change Activity
What changes did you have to respond to during the course of your project
Total impact of approved changes

How did this impact your project?
Quality Performance
Quality Activity

Statistics for all quality work carried out

Total Impact of quality work
Performance against Customer’s Quality Expectations

Post Project Review

Date
Outline Plan (or Agenda)
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Southern Cross Infrastructure Programme
Head Office

IBID Communications 
1 Bond Street

Sydney NSW 2000
Australia

To learn more visit 
www.domain.com
For more information on this document please contact the following Person.

First Name Surname
Project Manager
+61 xxx xxx xxx
me@domain.com
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