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1 Overview

Status Reports have a long history of negative reception. Many users
have viewed them as fmplovngdr eaded
communicationsd. 0 Employees often
write the reports. Others are simply lost as to what to say.

Your job as a manager is to ensure the organization benefits from
healthy status reports. To accomplish this, you moderstand that
this is a procesaot some static form you fill out each week.

1.1 The Process of Status Reporting

There are many reasons why fdAstatu
feelings. Some of the reasons include:

e Implementation of status reports for theowg reasons

e Lack of positive reinforcement

e Lack of understanding of the true value of status reports
e Poorly designed templates

You have the ability to affect the outcome of status reporting in your
organization. This document is intended to help you miadea
positive outcome.

1.1.1 Implementation of Status Reports for the Wrong Reasons

Letdés turn this negative around f
someonare certain to fail. Your employees will bastio provide

you with a repor tmininaluscattered,Gaisd cont e
lacking context. You can turn this around immediately by involving

the employee right up front. Before you create a template for them, sit
down with them and decide what ittleeyneed to benefit from status
reports.

Status repontig must involve the employee in every aspect of the
processThey must own it not you! If you sit with your employees

and discuss what is expected of t
for90% of yout e mp|l at es, youodl | be ewel |
buy-in. Note that we carefully sagkpectationsThese ar@ot goals.

This is a critical distinction that affects the outcome of status reporting.
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Overview

Goals are something personal. They represent some achievement a

person or organization sets out to acpbsi. A goal represents a

future accomplishmen®nce a goal is set, there are expectations as to

who will do what, how and wheh.t 6 s t he expectations f
reporting focuses o.he who, what, when, hownot of planning, but

of action that has edady taken place.

To positively influence the outcome of status reporting in your

organization, you must understand the difference between a goal and
anexpectationYour agreements with your employees should be

focused on the expectations of the empéoykhis helps to personalize

status reporting and it helps the employee understand the proper use of

status reports. Status reports do not communicate current events, the
communicate historical events. You ¢c
report unilafterit occurs. Thusimplementation of status reporting

should occur for historical purposes such as the empl oyee
performance appraisal, lessons learned and after action reporting, etc.

1.1.2 Lack of Positive Reinforcement

Donét worry i f yvoingiposeive geimforteimgntim f n ot
past status reporting efforts; youor
a status report, often with some mission critical failure spelled out,

never to hear about the report again
on a satus reporto cause employees to lose interest. Part of this

problemis rooted in the wrong reasons for implementing status

reports.The employee should not be trying to communicate current
eventsFeedback should not come in the form of recognitionttieat

skyisfallingl f t he sky is falling, youbd be
before itds documented on a status r
Your job as a manager isnodét just to

content and determine when the template needs to evolve, provide

positive feedback on the content and guide the employee in

documenting how they are meeting the expectations placed upon them.

If expectations changethe template should change. You need to

initiate the changes by conferring with the employee to se¢hiat

understand the change in expectations. Remeimbérdé s you who ar
setting the expectations for the employee. Help them document their
performance and youdre helping yours

1.1.3 Lack of Understanding of the True Value of Status
Reports

If there were a fire in your building right now, would you expect
someone to document it in a status report, then wait for others to read
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the report and take action? Of course not! So, dwe sanany

efforts to implement status reports been done tryingedhem for

somet hi ng t he ydmmunicabng cusentieves? Wé o r
candét answer that! We can, howeve
mistake!

The true value of status reports lies within their ability to document the
personal nature of actions takto meet expectations. These reports

can be used to carefully review a
measured against against their expectations. They can be used to learn
lessons from previous efforts to meet expectations. They can be used

to cleary communicate the expectationstioé manager and/or

organization for an employee. They can help focus entire organizations
on Athe big pictureo while captur

Status Reporting done correctly benefitsititevidual as muchas the
oganization. Once youtheywil berefcd,wn t h
you begin to personalize the process for them. Involving them in the
process solidifies their bup. Withbuyi n f rom t he i ndi v
be on the road to successful statusrepg.

1.1.4 Poorly Designed Templates

At the core, a status report is nothing more than a list of questions.

Most status reports wedbdbve seen | o
Question (mind of the manager) Translation (mind of the employee)
What did you acomplish? Management does
you do for the company, so pleast
tell us youobdve
positive.
What are your goals for next Trick question: are your goals our
week? goal s? Since we

goals for you 't
reporting correctly, this is tricky!
Any issues or remarks? Another trick question! Who woulc
dare to say something negative ot
personal report that upper

management might see!
Tablel.1 Typical questions foa poor status report.

Is it any wonder why status reports have such a bad image?! These
Atypical 0 questions have |little t
an empl oyee. I n Section 4, weol |l
good templates are cructal the longterm success of status reporting.

1.2 Individual User Preferences
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Wedbll cover the full range of User
we wanted to take this opportunity
you. This may help you have a morgayable experience once you

begin interacting with the application setup.

P
t

Selecting AiOptionso from the fASetupo

the page in Figure 1.1.

Figurel.1 User preferences allow yda choose the lockndfeel of the SRT application.

We currently offer the Askinso in
background and the loedndfeel of the application. We recommend

you use the cookieption to allow the application to remember your

choice If you elect not to use the cookie, each time you come to the

1.4
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