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	ID
	STEP
	SAMPLE QUESTIONS/TIPS
	EXAMPLE

	1
	Need
	· Record the need as stated.
	




	2
	Definition
	· Why is the report needed?
	

	2.1
	· Intentions
	· Why is this report needed? What will it be used for?
	Increase sales by allocating marketing dollars for a TV campaign based on the likelihood of getting sales according to market size.


	2.2
	· Values
	· Who will see the report?*
· How accurate does the report have to be?
· Other guidance?
	Assumption:  The report is for department use and does not need to be overly slick or fancy.
Assumption:  The population count can be approximate.

	2.3
	· Focus
	· What is the Focus (Domain of the report)?
· Who will see the report?
	The report should cover the:
(1) Working population
(2) In the states we do business in


	2.4
	· Context
	· When do you need the report?
· What else is important for me to know in producing this report?

	The report is due next Wednesday.

	2.5
	· QA Definition
	· Confirm the definition, ideally with the customer

	Email:  
Dear boss:  I have started working on the marketing allocation report.  Here is my understanding of the assignment.  Let me know if I am missing something.

	3
	Project Management
	What priority does this project have and what type of communication do you need?
	



	3.1
	· Priority
	· How does this rank in priority with the other projects I am working on?

	This is the most important – let the others slip if needed.


	3.2
	· Communication
	· How should I follow up with you?

	Review after each phase.
Issue: notify asap.

	3.3
	· Project Log
	· Establish a project log of assumptions, questions, issues, risk, etc.  (ID, Item, Type, Status)
	[image: ]

	3.4
	· Develop a Plan
	· Develop a plan for the steps needed to complete the assignment
	[image: ]


	4
	Analysis
	· What functionality does the report need to have to meet the need? 
(Remember: analysis answers the question “what”, not “how”.)
	




	4.1
	· Socio-Political
	· Who are the customers for the report (direct and indirect)?
· What about them will affect their use or reaction to the report?
· What, if any, are the legal ramifications of this report?
	(1) Minimally, identify the direct customer:  Boss
(a) My boss is a marketing expert (i.e., the report can be designed for an expert).
(b) My boss is very busy (i.e., anything I do to save my boss time is good).
(c) My boss is not very picky (i.e., don’t waste a lot of time on stylistic features that don’t add real value).
(d) My boss is a bottom-line type person, but wants access to detail.

(2) Optimally, identify the indirect customer:  Boss’s Boss


	4.2
	· Information/Data
	· What information does the report need to provide (informational messages)?
· What other messages should the report convey?
· What data is needed to provide the information?
· What are the sources for the data?

	Information:
(1) Minimally, include the right data; what was requested:
(a) Workforce population by state
(b) % of whole per viewing area
(2)  Information - better than the basic required data
(a) Workforce population by TV market viewing area, if available
(b) Alternatively, metropolitan area data
(3) Knowledge - better yet -
(a) Television advertising costs per viewing area
(b) Population/$ for viewing area
(4) Wisdom - best  - if time and knowledge
(a) Recommendation for distribution % of budget

Other messages:
(1) Population density
(2) Where is the biggest bang for the buck likely to be???

Data needed:
(1) Workforce population by State
(2) Workforce population by viewing area, if available
(3) Alternatively, workforce population for metro areas (subtract to get the rest)
(4) Television advertising costs per viewing area.

Data sources:
(1) http://factfinder.census.gov 
(2) http://factfinder.census.gov/servlet/DatasetMainPageServlet?_program=DEC&_submenuId=&_lang=en&_ts= 
(3) http://factfinder.census.gov/servlet/ACSSAFFFacts?_event=Search&_state=04000US13&_lang=en&_sse=on 
(4) http://factfinder.census.gov/servlet/QTTable?_bm=y&-context=qt&-qr_name=DEC_2000_SF1_U_QTP1&-ds_name=DEC_2000_SF1_U&-CONTEXT=qt&-tree_id=4001&-all_geo_types=N&-geo_id=04000US01&-geo_id=04000US12&-geo_id=04000US13&-search_results=01000US&-format=&-_lang=en

	4.3
	· Processing 
	· What special processing or manipulation (if any) is required to create the information for the report?

	Standard mathematical analysis: % calculation.

	4.4
	· Event
	· If this is not a one-time report, what event triggers the execution of the report?
· Note:  when a report is run regularly, you will go to more trouble in developing the design than for a single-use report.
	Examples of event triggers:
(1) On demand
(2) First of every month
(3) When inventory levels fall 10%
or:
(4) One time report


	4.5
	· Location
	· Where will the report be used?
· Are there special considerations for the location?

	(1) Boss’s office
(2) No special considerations





	5
	Design
	· Design answers the question “how”.

	· Note:  for simple reports following established conventions &using well-known tools, the Architecture, Engineering, Detail Design & Realization steps may be combined into one activity – but each question should still be thought through.
· Note:  before you move into design, confirm that you will be able to have access to your data sources.  You don’t want to spend a lot of time laying out the report only to find you won’t be able to get the data and finish the report.

	5.1
	· Architecture
	
	

	5.1.1
	· Presentation Strategies
	· Will there be one or multiple physical reports?
·  What media will be used for each report?
	Media:
(1) Paper report with back up Excel spreadsheet in case additional analysis is needed.





	5.1.2
	· Report Components
	· What report presentation features are needed for each message?
	Report (presentation) features needed for each message:
(1) E.g., table of data, summary totals, histogram, line graph
(2) Population table for the target states
(3) Workforce for the target states
(4) Population density by viewing area if available; otherwise, by location or metro area


	5.1.3
	· Report Structure (Architecture)
	· How will the report features be distributed among views (e.g., pages, windows)?
· How will each view be structured?
· How will the user navigate from one part of the report to another, especially if there are multiple sections to the report?
· Sketch the report(s) layout

	Distribution among views:
(1) This report is a single layer

Navigation:  Report will be labeled top to bottom & left to right with data and graphics side by side.  For data, summary to detail.


View structures:
[image: cid:image001.png@01C9A28B.49C10470]


	5.1.4
	· Mock up the design
	· Use obviously fake data; mock up a sample report.
· Use a watermark to indicate this version is a draft.
	

	5.1.5
	· QA the Architecture
	· Confirm the Architecture of the report, ideally with the customer(s).
	

	5.2
	· Engineering
	· What components are required?
· What calculations must be made?
	(1) XYZ Report Tool: Tables, Summary Totals, Histogram, Pie Chart, . . . 
(2) ABC Spreadsheet: same as above
(3) Straightforward calculations.


	5.3
	· Detail
	· What fonts and other style items will you use?
What (if anything) do you need to add for emphasis and navigation?
· What footnotes and interpretation aids (if any) do you need?
· What accents, “ease of use”, and professional appearance features will you add? 
	(1) Fonts: Default or Company Standard
(2) Emphasis:  Percent distribution
(3) Navigation Aids: nothing special
(4) Footnotes:  Footnote block
(5) Interpretation aids: Legend or Key
(6) Accents, etc.: None specific


	6
	Realization
	· Develop the report.
	

	7
	Implementation
	· Write cover letter to the boss.
· If the boss has to present the data, consider creating a presentation slide.
· Deliver the cover letter, the report & an appropriate set of the assumptions, risks, and issues to the boss.
· Brief the boss.
	Cover Letter
(1) Here is the demographic report you requested.
(2) Please note <exceptions and alerts>
(3) These are my recommendations.
(4) As indicated in the footnotes, the data is valid as of <date>


	8
	Production & Feedback
	· Do a mini debrief of the report.
· Did the report meet your needs?
· What improvements would you like to see?
· Was there anything you especially liked?
· Do you have any other impressions or suggestions?
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