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Reports
0.
Overview

0.1
Making Use of Recorded Data

0.1.1
Most organisations keep some sort of record on their projects.

0.1.2
Very few make any beneficial use of the available records.

0.1.3
This chapter sets out to show:

1.
Best practice in keeping appropriate records.
2.
What use can be made of the data during construction and afterwards.
1.
Introduction

1.1
Types of Reports

1.1.1
There are two types of reports.

1.
Reporting the currents status of the project.

2.
Recording data for future reference.

1.1.2
In each of the two categories the report should refer to the situation regarding:

1.
Time.

2.
Resources.

3.
Information Flow.

1.1.3
A fourth possible category regarding cost is not addressed in this section.

1.2
Data to be Recorded in Respect of Time and Resources
1.2.1
The five essentials in recorded data are:

1.
Who –

2.
Did What –

3.
When –

4.
and Where –

5.
and Why – if it is not what should have been happening.

1.2.2
The following sections set down best practice for recording the data.

2.
Daily Record
2.1
Essentially Not a Chore.
2.1.1
This is the keystone of record keeping – what is set down here is the platform for everything that follows.

2.1.2
The usual format is a daily diary – hand written at the end of a busy stressful day by the foreman with the hivis and muddy boots.

2.1.3
It is a chore to be dealt with as quickly as possible before clocking off.
2.1.4
No section manager has explained the purpose of the task and why it is essential for proper management of the project.

2.1.5
Very rarely does it address any of the five essentials in sufficient detail.

2.2
Electronic Records

2.2.1
It saves a lot of time and duplication of effort if the daily diary can be produced first hand on a spreadsheet.

2.2.2
Just one example – the total man hours on site each week need to be totalled for the accident statistic rates.

2.3
Report On The Programme.

2.3.1
A programme properly prepared and following the best practice set out in this guide will have short term look ahead programmes. (see Chapter ??)
2.3.2
The activity columns on these short term programmes are copied and pasted onto a spreadsheet so that the five essentials can be recorded in the adjacent columns.

2.3.3
The daily data is then collected electronically into the central record database.
2.3.4
The following is a suitable format for daily electronic record keeping on a 1 week look ahead on the ground works section of a shell & core project.
	1 Week Look Ahead
	26-Feb-09
	09-Mar-09
	Work In Progress
	Who 
	 

	What & Where
	Start
	End
	Percent
	When
	Firm
	Gang
	Why

	Plant Room > Back Form Walls
	26-Feb-09
	02-Mar-09
	100%
	03-Mar-09
	
	 
	 

	Plant Room > Rebar Walls
	02-Mar-09
	04-Mar-09
	80%
	03-Mar-09
	GWC
	 5
	 

	Plant Room > Front Form Walls
	04-Mar-09
	06-Mar-09
	50%
	03-Mar-09
	GWC
	4
	 

	Service Trench GL D-E > 4-7 > Front Form Walls
	27-Feb-09
	03-Mar-09
	0
	03-Mar-09
	 
	 
	Soft spots

	Service Trench GL D-E > 4-7 > Pour Walls
	03-Mar-09
	04-Mar-09
	0
	03-Mar-09
	 
	 
	Soft spots

	Service Trench GL D-E > 4-7 > Strike Form Walls
	04-Mar-09
	05-Mar-09
	0
	03-Mar-09
	 
	 
	Soft spots

	Service Trench GL D-E > 4-7 > Backfill Walls
	05-Mar-09
	09-Mar-09
	0
	03-Mar-09
	 
	 
	Soft spots

	Swimming Pool > Backfill Walls
	27-Feb-09
	02-Mar-09
	100%
	03-Mar-09
	GWC
	3
	 

	Service Trench GL 8-12 > D - E > Front Form Walls
	02-Mar-09
	02-Mar-09
	50%
	03-Mar-09
	GWC
	2
	Labour Shortage

	Service Trench GL 8-12 > D - E > Pour Walls
	03-Mar-09
	03-Mar-09
	0%
	03-Mar-09
	GWC
	 
	 

	Service Trench GL 8-12 > D - E > Strike Form Walls
	04-Mar-09
	04-Mar-09
	0%
	03-Mar-09
	GWC
	 
	 

	Service Trench GL 8-12 > D - E > Backfill Walls
	05-Mar-09
	05-Mar-09
	0%
	03-Mar-09
	GWC
	 
	 

	Service Trench GL 7-12 > C-D > Backfill Walls
	27-Feb-09
	02-Mar-09
	50%
	03-Mar-09
	GWC
	3
	


2.3.5
It takes about 10 minutes to set up the sheet at the beginning of the week and maximum 15 minutes to fill out and save for each day.
Note
If the file is saved in reverse date order – Daily Record 15-03-03 – then they will appear on the desktop in the correct order.

2.4
Other Matters

2.4.1
Matters that can be recorded in another section of the Daily Diary include:

1.
Weather Conditions

2.
Site Deliveries

2.4.2
The following spreadsheet is a suitable template for recording such data.

	Daily Diary
	Date
	Prog Week
	Weeks

	 
	03-Mar-09
	13
	45

	 
	 
	 
	 

	Weather
	AM
	PM
	Affecting

	Work Stopped
	 
	High Wind
	Tower Crane

	 
	 
	 
	 

	Deliveries
	Rebar for columns 

	 
	Readymix - 3 loads 

	
	

	
	


3.
Regular Reports

3.1
Weekly

3.1.1
This report wraps up the daily report and consolidates the data for the information of the up line management.

3.1.2
Based on the information contained strategic short term decisions can be made effectively.

	Weekly Report
	Prog Week
	Weeks

	From Monday
	02-Mar-09
	13
	45

	To Friday
	09-Mar-09
	
	 

	Work In progress
	Percent
	 

	Plant Room > Back Form Walls
	100%
	 

	Plant Room > Rebar Walls
	100%
	 

	Plant Room > Front Form Walls
	100%
	 

	Service Trench GL D-E > 4-7 > Front Form Walls
	100%
	 

	Service Trench GL D-E > 4-7 > Pour Walls
	100%
	 

	Service Trench GL D-E > 4-7 > Strike Form Walls
	0
	Discovery of Soft Spots

	Service Trench GL D-E > 4-7 > Backfill Walls
	0
	Discovery of Soft Spots

	Swimming Pool > Backfill Walls
	100%
	 

	Service Trench GL 8-12 > D - E > Front Form Walls
	50%
	Labour Shortage

	Service Trench GL 8-12 > D - E > Pour Walls
	0%
	 

	Service Trench GL 8-12 > D - E > Strike Form Walls
	0%
	 

	Service Trench GL 8-12 > D - E > Backfill Walls
	0%
	 

	Service Trench GL 7-12 > C-D > Backfill Walls
	100%
	 

	 
	
	 

	Stoppages
	03-Mar-09
	PM
	

	
	
	
	

	
	
	
	


3.1.3
The percentages are those recorded on the Friday Daily Report and are easily set into the programme by copy / paste into the progress percent complete column on the bar chart.
3.1.4
The up line management can take appropriate action by:

1.
Reporting the discovery of soft spots and giving notice of potential delay.

2.
Chasing up the groundwork contractor to get more labour on site.

3.2
Monthly Reports

3.2.1
Section 2 sets down the principles of updating progress in the barchart.

3.2.2
The most important feature of progress reporting is that report date drop line must be set straight and not zig-zag.

3.2.3
Most software will give both actual percentage progress set against planned.
3.2.4
When progress updates are done regularly on a weekly basis the consolidated output will form the progress section of the Monthly Report.

3.2.5
This document is usually tabled at the regular meeting between the Client or Client Representatives and the Contractor.

3.2.6
The ideal is for the Contractor to present a clear and accurate picture of actual progress against planned progress.
3.2.7
Over optimistic assertions by the Contractor that any reported delay can be recovered must be avoided.

3.2.8
If there is going to be a future claim for EOT then such entries in the minutes do not support the Contractor’s case.

3.3
Resource Records
3.3.1
If the Programme has been resourced appropriately and the durations modelled by work volume balanced by gang size then collection of resource data is a useful control lever.
3.3.2
The Daily Report has the facility to record labour on site on any particular day and actual resource deployment can be compared to that planned.

3.3.3
If there is a trend of under deployment in any particular section of the work then the planned gang size can be replaced with the actual deployment and a realistic duration is generated.
3.3.4
The potential delay can then be communicated to the Sub-Contractor with a warning of the potential penalties.

3.3.5
If the programme has not been resourced the Daily Resource Records remain  an essential requirement for any future forensic analysis into delay and / disruption.

4.
Information Flow

4.1
Spreadsheet Logs
4.1.1
There are usually spreadsheets that are regularly updated to record matters such as:

1.
Requests for information

2.
Architects Instructions

3.
Receipt of design information

4.1.2
The spreadsheet will usually comprise field heading such as:

1.
Description
2.
Date required (RFI)

3.
Date Received

4.
Comments

4.1.3
This is all useful stuff but does not address what affect the entry will have on the programme.

4.2
Other Data to be Considered

4.2.1
The spreadsheet should be actively linked to another worksheet that has the following data copy / paste from the bar chart.

1.
Unique ID

2.
Task Description

3.
Latest Start Date

4.
Total Float

4.2.2
The barchart data is to be upgraded after every progress update.

4.2.3
From the information in the barchart data it is possible to ascertain the latest possible start date of every activity before they turn critical.

Note:
Do not just add the days float to the start date because float is expressed in work days and we need the latest calendar days – so use a networkday formula to include holidays and weekends.
4.2.4
The record spreadsheet should also contain the following fields.
1.
Procurement and lead time from the date of receipt – expressed in calendar days.
2.
Impact date - which is the Received Date + Lead time = Impact date.


Again use the networkday formula to take into account holidays.
3.
The affected activity – activities (use a line for each one if multiple)

4.
Latest possible start date linked in from the barchart data by means of vlookup on the unique activity ID.

5.
A simple formula showing which is earliest – Impact date or Latest Possible Start date.

Note.
It is possible to reverse the formulas to show the absolute drop dead date for receipt of information.
4.2.5
Site management are now in possession of accurate data derived from the records for use in chasing up late information and reporting delays.
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