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DASHBOARD AND STATUS REPORT

	
	Project Status Dashboard  
	

	
	Project Tasks 
(What)
	Action Items
	Assigned To:
(Who)
	Date for Completion
(When)
	Current % of Task Completion
	Stoplight Indicator 
	Comments


	Define
	Establishing Team Rules, Schedules, and How to Address Possible Conflicts
	
	
	
	
	Green 
Yellow 
Red
Blue
	Note: Green means the task is on schedule / Yellow means there is concern / Red means there is a problem/issue Blue means it hasn’t yet started

	
	Team Pre-Charter Review
	
	
	
	
	
	

	
	High-Level Process Map or SIPOC
	
	
	
	
	
	

	
	Initial Dialog with Business Sponsor
	
	
	
	
	
	

	
	Identify Customers and Stakeholders
	
	
	
	
	
	

	
	“Elevator Pitch” of Process Problem
	
	
	
	
	
	

	
	Voice of Customer Interviews
	
	
	
	
	
	

	
	Critical to Quality Conversion
	
	
	
	
	
	

	
	Walk the Process, including analysis
	
	
	
	
	
	

	
	Analysis of First-Cut Process Data
	
	
	
	
	
	

	
	Change Management Plan – First Draft
	
	
	
	
	
	

	
	Communication Plan 
– First Draft
	
	
	
	
	
	

	
	Stretch Goal Baseline Data
	
	
	
	
	
	

	
	Stretch Goal
	
	
	
	
	
	

	
	Charter
	
	
	
	
	
	

	
	Lean Waste Identification
	
	
	
	
	
	

	
	Cost of Poor Quality Analysis
	
	
	
	
	
	

	Measure
	Detailed Process Map or VSM
	
	
	
	
	
	

	
	Select Variables to Measure 
	
	
	
	
	
	

	
	Operational Definitions of Variables to Measure
	
	
	
	
	
	

	
	Data Sources to be used for Measurement
	
	
	
	
	
	

	
	Develop, Test, Validate Measurement Tools
	
	
	
	
	
	

	
	Stratification and Pareto Analysis of Measurement Data
	
	
	
	
	
	

	
	Cycle/Lead Time Analysis
	
	
	
	
	
	

	Analyze
	Root Cause Analysis 5-Why, Process Variation, Lean Waste, Capacity/Queue Analysis, statistical tests, etc.
	
	
	
	
	
	

	
	Verification of root cause with data
	
	
	
	
	
	

	Improve
	Brainstorm for improvement
	
	
	
	
	
	

	
	Creating Ideal Process and floating down wild ideas
	
	
	
	
	
	

	
	Using design principles for future state process
	
	
	
	
	
	

	
	Map the improvement
	
	
	
	
	
	

	
	De risk improvement
	
	
	
	
	
	

	
	Develop implementation plan
	
	
	
	
	
	

	
	Seek approval from sponsors for solutions
	
	
	
	
	
	

	
	Pilot improvement and measure results
	
	
	
	
	
	

	
	Execute full implementation
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Control
	Measure improvement for change (process capability)
	
	
	
	
	
	

	
	Develop control mechanisms for sustaining and standardizing the gains
	
	
	
	
	
	

	
	Refine change and communication plan
	
	
	
	
	
	

	
	Hand off to process owners
	
	
	
	
	
	

	
	Celebrate the gains
	
	
	
	
	
	

	
	Project postmortem for other process problems and methodology improvement
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