


APPENDIX D. Assessment Findings And Recommendations Report Template�xe "Process Assessment:findings and recommendations:report template"�


This appendix provides you with an annotated template for your findings and recommendations report. 


As with any well–written report, this report should have a title page and table of contents, though this template does not show them.


D.1 Executive Summary


The executive summary serves as a synopsis of the report. A reader should be able to get a general idea of the findings from an assessment and of the recommendations made by the assessment team and PG by reading this summary. Everything discussed in the executive summary should be covered in the document in more detail. The executive summary should be the last part of the report you write. If you do a good job on the other sections, you can develop a first draft of the executive summary by rephrasing paragraphs from the rest of the report.


Introduction


Discuss briefly the events that led to an assessment and the assessment itself.


Include an overview of the contents of this report. 


Name of First Findings Category


Discuss the major finding that was derived from the assessment and the recommendations for improvement that were proposed. This section should be kept to one concise paragraph. The titles of these sections should correspond exactly to the findings categories presented in the findings presentation.


Name of Findings Category N


Repeat this section for each major findings category.


Next Steps


Discuss briefly the next steps that you feel should be taken to begin implementing the recommendations.


D.2 Organization Process Status


Discuss the maturity of your organization's processes. If a numerical rating was established, present it here. Give a high–level impression of the findings, such as “numerous policies, standards, and guidelines exist, but are not consistently applied." 


If any projects exhibit good practices, mention those practices. Do not identify any projects specifically.


Include a brief discussion on the organization's strengths.


D.3 Key Findings and Recommendations


In this section you identify the key findings and associated recommendations. Provide a list of the findings that you discuss.


Name of First Findings Category


Introduction


Provide an overview of the findings category.


Finding(s)


Present the finding(s) in this category, exactly as presented in the findings presentation:


•	State the finding in general terms.


-	State specific observations that support this finding.


•	State any other findings in general terms.


-	State specific observations that support these findings.


Discussion


Discuss the finding(s) in greater detail.


Consequences


Discuss the consequences the organization is experiencing due to the observations supporting the findings category.


Recommendation(s)


Present the recommendations to improve the practices in this findings category that the organization should implement:


•	State the first recommendation


•	State the nth recommendation


Recommendations stated in bullet form are used directly in the findings and recommendations presentation.


Discussion


Discuss in greater detail the recommendations made and the positive consequences the organization should experience.


Name of Findings Category N


Repeat Section  for each major findings category.


D.4 Next Steps


In this section you introduce the five to seven activities that the organization should perform to improve the organization's practices. Typically, these steps are steps from the process improvement process (i.e., Analyze Risks and Select Strategy, Plan Improvements, Implement Improvements, Review and Update, and Understand Context). After completing these steps, the organization should be prepared to reassess the organization's practices.


Name of First Step


Describe briefly the activities to be performed within this step and why this step is important. 


Name of Nth Step


Describe briefly the activities to be performed within this step and why this step is important. 


D.5 Appendix: Conducting the Assessment


This appendix provides the reader with an overview of the assessment activities performed, the lessons learned, and the projects and functional areas assessed. 


D.6 Glossary


Provide a glossary of key words found in the report.
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