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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?
	





	2.2
	· Values
	· Who will see the report?*
· How accurate does the report have to be?
· Other guidance?
	






	2.3
	· Focus
	· What is the Focus (Domain of the report)?
· Who will see the report?
	





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

	





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

	



	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?

	

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

	

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

	3.4
	· Develop a Plan
	· Develop a plan for the steps needed to complete the assignment
	










	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?
	







	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?

	








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

	






	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.
	







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

	






	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?
	






	5.1.2
	· Report Components
	· What report presentation features are needed for each message?
	






	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

	

	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?
	




	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? 
	

	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.
	







	8
	Production & Feedback
	· Do a mini debrief of the report.
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