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REPORT TITLE Report Description 
Included 
in AMS as 
Standard 

Report 

Optional 
Report 

Selection 
($300/report) 

DNA STRATEGIC PLAN 
REPORT 

 

 
This report summarises the Business 5x5 Strategy by grouping 
the Level-1 (5) Actions and Level-2 (25 ) Actions together with 
their respective descriptive strategies and producing a 30-
Section summary document that consolidates and 
articulates the overall strategy and direction of the business. 

Yes N.A. 

DNA BUSINESS PLAN 
REPORT 

 
This report is an expansion of the DNA Strategic Plan Report 
to include all 125 Operational Actions (Level-3 Actions) that 
underpin the 25 Strategic Business Actions. This report 
therefore provides a cascading description of the entire 
Business DNA with individual descriptions of all operational 
actions and how each action is to be done. No risk analysis 
or accountability references are included in this report as it is 
simply a descriptive summary of the major operational 
processes of the business. 

Yes N.A. 

DNA ACTION 
PERFORMANCE REPORT 

 

This time-line report is available for any individual DNA Action 
(i.e. Level-3 Action). This graphical report charts the actual 
performance against targeted performance of a DNA Action 
over the time periods recorded. 

Yes N.A. 

BUSINESS DNA 
COMPLIANCE REPORT 

 

This reports lists all 125 x DNA Actions together with the 
accessed overall Risk, the Performance Measure, the Target, 
the last recorded Actual Performance, the Frequency of 
measurement, the Achieved Performance %, and the person 
or role that has Accountability for each Action. This therefore 
produces a “compliance report” showing the measure of 
compliance of the business in all areas of operations. 

No [   ] 

HIGH RISK DNA 
ACTION REPORT 

 

This report is the same format as the Business DNA 
Compliance Report however it only selects the HIGH RISK 
elements of the business operation. 

No [   ] 

ALL RISK ITEM 
SUMMARY REPORT 

 

This report drills down into each DNA Action and lists all of the 
specific risks and the resolutions that have been identified for 
each action and who is accountable for each. Every DNA 
Action can have any number of identified risks and these are 
normally identified for a DNA Action as a pre-cursor to 
conducting an Improvement Audit. 

No [   ] 



 

 

Business Associates Network Pty Ltd 
 

MANAGEMENT REPORTS & SELECTION OPTIONS 
 

AMS Release 1.44 

      

  

           

 
  

 

 

The Management Practice - ABN 20 083 601 138 – 133 Alexander St, Crows Nest NSW  2065 - Tel +61 2 9431 5305 – Fx +61 2 9439 2738 
www.actionmanagement.com.au 

Copyright 2006  

 

REPORT TITLE Report Description 
Included in 

AMS as 
Standard 

Report 

Optional 
Reports 

Selection 
($300/report) 

IMPROVEMENT AUDIT 
REPORT 

 
This report is a consolidated summary of the output from an 
Improvement Audit that is typically done in a “workshop” 
environment. Fourteen (14) questions are posed and 
answered in detail in connection with a specific operational 
area (typically one of the Level-3 Actions) followed by a 
recommendation of the actions that have been agreed to 
address the issues uncovered in the Audit.  In essence this 
report becomes the formal outcome of an Improvement 
Audit meeting/workshop conducted by the business. 

Yes N.A. 

PROJECT SUMMARY 
REPORT 

 
This report summarises a single Improvement Project listing all 
of Project Actions that are included within an Improvement 
Project being undertaken by the business.  Projects with up to 
twenty (20) actions are summarised in a Gantt Chart as well 
as a Project Action list. Larger projects with 20+ actions are 
reported only by a Project Action List. The report lists Project 
Actions, Who is Accountable, Start Date of each Project 
Action, End Date, and Status of each Action. 

Yes N.A. 

PROJECT OVERDUE 
ACTIONS REPORT 

 
This is a report that can be generated on any single 
Improvement Project and produces a list of all Project 
Actions that are overdue as of the date that the report is run. 
This report is intended as a “progress check” that can be 
done on any project by any user at any time. The report lists 
Project Actions, Who is Accountable, Start Date of each 
Project Action, End Date, and Status of each Action. 

Yes N.A. 

ALL PROJECTS 
OVERDUE ACTIONS 

REPORT 

 
This is a report is generated to cover multiple Improvement 
Projects and produces a list of all Project Actions that are 
overdue as of the report date on all Projects currently active 
within AMS. This report is intended as a summary for 
management as a “progress check” that can be 
automatically generated by AMS and emailed to selected 
managers on a predetermined and scheduled basis. The 
report lists all Improvement Projects together with all overdue 
Project Actions, Who is Accountable, Start Date of each 
Project Action, End Date, and Status of each Action. 

No [   ] 
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REPORT TITLE Report Description 
Included 
in AMS as 
Standard 

Report 

Optional 
Reports 

Selection 
($300/report) 

INCIDENT ITEM DETAILS 
& STATUS REPORT 

 
This report is simply a “hard copy” of the status of any single 
incident at a point in time. This is a simple method of 
outputting the progress details of a recorded incident for 
review, filing, or to complement any paper-based Quality 
Systems and procedures that may already be in place within 
a business. Full details of all Incident information within AMS, 
including the Rectification steps taken, are all printed. 

Yes N.A. 

OPEN INCIDENTS LOG  

 

This report is a list of all Incidents recorded by the business 
and not yet “closed” or resolved. This report includes all 
incidents that are currently open as of the date that the 
report is run. Incidents are grouped by “Incident Category”   
and then ordered by “Due Date” within each category. Line 
items also include Date Raised, Incident Cause/Description, 
Action-ID area to which they belong, Person assigned to 
Resolve, Person who Initiated, and Status. 

Yes N.A. 

INCIDENT OVERDUE 
REPORT 

 

This report is a list of all Overdue Incidents recorded by the 
business that are past their “Due Date” as of the date of 
running this report. Incidents are grouped by “Incident 
Category”   and then ordered by “Due Date” within each 
category. Line items also include Date Raised, Incident 
Cause/Description, Action-ID area to which they belong, 
Person assigned to Resolve, Person who Initiated, and Status. 

No [   ] 

ACTIVE INCIDENT 
CATEGORY REPORT 

 

This report filters all incidents according to the Category of 
incident selected, and lists only those incidents that have the 
status of either “Active” or “New”. Incidents are sorted in 
“Due Date” order (oldest first) and displays Date Raised, 
Incident Description, DNA Item to which the Incident relates, 
the Person to Resolve, and the Person who Initiated the 
Incident. 

No [   ] 

INCIDENTS OVERDUE 
CATEGORY REPORT 

 

This report displays only “incidents overdue” within the 
Category of incident selected, and lists only those incidents 
where the “Due Date” is earlier that the date of running of 
the report. Items are ordered (oldest first) and displays Date 
Raised, Incident Description, DNA Item to which the Incident 
relates, the Person to Resolve, and the Person who Initiated 
the Incident. 

No [   ] 
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REPORT TITLE Report Description 
Included 
in AMS as 
Standard 

Report 

Optional 
Reports 

Selection 
($300/report) 

CURRENT EMPLOYEE 
DIRECTORY 

 

This report is simply a list of all employees in order of their AMS 
User-ID (approximately alphabetical by Christian Name) 
listing their Name, Job Description, who they Report to, their 
Division/Department, their location, Phone number and 
email address. 

No [   ] 

ANNUAL APPRAISAL 
CALENDAR 

 

This report can be produced by any manager or supervisor 
who has staff reporting to them. Each employee has an 
annual appraisal date included within their staff record in 
AMS as part of their employment information. An employee 
normally expects to be formally reviewed on each 
anniversary of their appraisal date. This is a hieratical report 
that lists up to three levels of employees reporting to the 
manager/supervisor who runs the report. This report is used as 
a planning document by managers. 

Yes N.A. 

PERFORMANCE 
APPRAISAL 

 
This report is a “worksheet” for a performance appraisal and 
is available for generation by any manager or supervisor for 
any employees who reports to them. The report shows the 
detail of their measures, targets, and performance history for 
all 25 Job Actions of their Job 5x5. A blank “Review” area is 
provided under each history data box where the notes from 
the current performance review can be written for later entry 
into the employees Job 5x5 record.  

Yes N.A. 

30-DAY JOB ACTION 
REVIEW PLANNER 

 
This report identifies all of the Job Action reviews that are 
scheduled to occur on a direct subordinate in the next 30-
days. It can be printed by any manager or supervisor for any 
employees who reports directly to them. The report includes 
the Job Actions of only employees who report directly to the 
manager, and shows the Job 5x5 Actions that are due for 
review in the sequence of those Review Dates. This report 
improves review planning by all managers and supervisors.  

No [   ] 
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