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SITREP Instructions

The Situation Report (SITREP) template is a form of status reporting that provides decision-makers and readers a quick understanding of the current situation.  It provides a clear, concise understanding of the situation—focusing on meaning or context, in addition to the facts.  It does not assume the reader can infer what is important or not, and what actions or decisions are needed.  It calls out what is needed.  Below are descriptions and guidance to complete the form.  It can also be provided verbally in a 30 second to 5-minute duration. For a sample SITREP, continue to page 3.
Location (not address)
Contact details (phone, fax, email)
Sitrep no. (version no.)
Date of issue
Time period covered by the Sitrep (optional if not issue daily or similar)
1.0 Situation to date (what has happened)
· Brief summary of “start up details” – date, place, time, who

· Summary of overall situation to date

· Ensure old information is deleted, and do not just add new/additional info

2.0 Actions to date (what has been done)
· Brief reporting of actions completed to date

· Table format may be used for repeat actions and/or progressive totals or similar are given eg destructions statistics, no’s of properties visited

3.0 Actions to be completed (what will be done)

· Brief reporting of scheduled/planned actions – typically for the period covered by the sitrep

· As above, table may be used for repeat actions

· Where the operation expects to be by the next sitrep

4.0 Issue(s)
· Present brief description of issue(s) that are known/reasonably expected to arise before the next sitrep is issued eg a shortage of a given resource, a significant OH&S issue

· Acknowledge of significant achievements, failures etc can be given here.

NOTE:

· Information in the sitrep should be factual and largely without interpretation and conjecture.

· The information in a sitrep should cover the period between the last sitrep and the next sitrep.

· Sitreps should be brief and not a narrative (read in <3-5 mins). A report should be used for the provision of more detailed information.
· Sitreps should be specific for a given functional area, and not present information that is outside the specific functional area.

· It is acceptable for a sitrep to be issued that states – no change since last sitrep (see last sitrep for information)

· A map and other graphic can be part of a sitrep – ensure date/time of the graphic is shown on it, and there is a reference between the graphic and the sitrep.
· A sitrep and an Incident Action Plan (IAP) are not interchangeable. The first part of an IAP, the Situation, is likely to contain much of the content in a sitrep (assuming time period and functional area are the same).

· Each electronically produced sitrep should be saved as a new file, and all saved to the same folder

Prepared by: name/role
Approved by: name/role
Date:
	
	Location (not address)
                   Contact details (phone, fax, email)


Sitrep no. (version no.)
Date of issue
Time period covered by the Sitrep (optional if not issue daily or similar)
5.0 Situation to date (what has happened)
6.0 Actions to date (what has been done)
7.0 Actions to be completed (what will be done)

8.0 Issue(s)

9.0 Escalation Actions/Decisions Requested 

Remote Asset: (INSERT NAME)  ?%
Onsite Asset: (INSERT NAME) 100%
                

Sitrep no.: 1.0
Date of issue: 15APR14
Time period covered by the Sitrep: 14MAR14 -18APR14
Situation to date
Scope is constant with primary PM services along with vendor management on XYZ Project.

Project schedule is currently showing 69% completion and the schedule is currently projecting a 17APR15 project end date against a 02APR15 baseline finish. Proposal is pending for additional services to include Program Management overview ~$60k

Actions to date 
Taking on a higher level of vendor management responsibilities which have resulted in YTD $80k+ of direct savings to the company. Continuing to work on bringing about PM processes which include schedule, status updates, critical path, visual management, and a collaborative ethos to a very immature PM environment. Positioning the TPG resources as the change agents, willing to do what it takes, has helped to gain broad support for many new initiatives and allowed insight into other opportunities.
Actions to be completed

Meeting 16APR14 with project sponsor in an attempt to close pending proposal

Addressing punch list of safety and operational concerns for processing active pharmaceutical ingredients (API) and start Process Tech Transfer (PTT) start on 05MAY14

Working with vendor/ APT resources to mitigate the delays to the schedule and find workarounds so other tasks can continue.

Issues 
Client culture is resistant/slow to implement countermeasures and adopt new processes while leadership is vacillating. There are daily changing/shifting project priorities at client site negatively affecting resource allocation and task progress. Ongoing engineering of facility, equipment, and process without using change request process adds to delays and complicates the validation process. Discovery of tasks required but not captured on project schedule continues which is allowed by project sponsor. On 01APR14 the President was officially relieved and current Vice President, with the company based near Chicago, has taken that position remotely. Significant task predecessor changes were made at request of client to force dates to better match global expectations. Several resources have raised safety concerns as many tasks will now be incomplete before API processing begins. The current TPG agreement for services expires June 30th, 2014

Prepared by: J. /Consultant

Approved by: K. /Practice Lead

Date: 4/21/2014 
Sitrep Number # for insert functional area

Version date: 3 May 20XX
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