<Organization name>

PURPOSE of the PROJECT STATUS REPORT

The Project Status Report is designed as a regular mail out to project stakeholders and affected parties. It can include matters such as deliverable status, recent highlights, budget and risks & issues.

You may choose different variables to monitor – the suggestions in this template are generic examples of what may be monitored in a typical large project.

Project Status Report

	Project
	

	Project Manager
	

	Project Sponsor
	

	Report Date
	


Project Status Summary

	Project Element
	Status
	Explanation (Concerns and Risks only)

	Budget
	
	

	Schedule
	
	

	Resources
	
	

	Scope
	
	

	Issues & Risks
	
	


Status key: OK = on track; Concerns = some concerns; At Risk = project at risk.

<If an explanation is documented in another part of this report, just make a reference to it.>

Action on Concerns and Risks

	Element
	Decisions Required or Action Needed

	
	

	
	

	
	

	
	

	
	


<For any concerns or at risk status elements, define any required action needed, or guidance and decision-making required from the Project Steering Group or Sponsors.>

Project Budget Summary

<Provide current budget information for major project costs only.

Examples: hardware, software, external resources and consulting, equipment and materials.

Using brackets ( ), bold text, or red font color for negative variances makes it easier to notice them.>

	Item
	Budget
	Spent
	Forecast
	Variance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	0
	0
	0
	0


Negative Variance Summary

<Give explanations for any significant negative variances, or indicate None.>

Project Schedule Summary

<This information will typically come from your Microsoft Project plan (or equivalent).

Provide information about milestones only, not individual tasks.  If you are using any form of critical path analysis, make sure you cover events on the critical path.

Provide additional information about milestones at risk of not being met.>

	Milestone
	Planned Date
	Actual Date
	At Risk?

	
	
	
	Yes / No

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Risk Summary

<Give explanations for any significant milestones at risk, or concerns you have with the critical path.  Otherwise indicate None.>

Recent Project Highlights

	Highlight
	Special Mentions & Lessons Learned

	
	

	
	

	
	

	
	


Upcoming Project Events

	Highlight
	Special Mentions

	
	

	
	

	
	

	
	


Major Issues / Challenges

<This information will typically come from a Project Issues Register.  Provide details of up to five issues that you consider the most problematic to the project.

‘Action’ may be what you are doing, or what you plan to do.>

	No.
	Issue
	Action
	Action Date

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Major Risks

<This information will typically come from a Project Risk Register.  Provide details of up to five risks that will pose the biggest danger to the project if not mitigated.>

	No.
	Risk
	Impact
	Mitigation Strategy

	1
	
	Budget
	

	2
	
	Schedule
	

	3
	
	Resources
	

	4
	
	Scope
	


Risk Mitigation

<More detail on risk mitigation strategies named above. If not applicable, delete this section.>

Change Control Summary

<This information will typically come from a Project Change Register.>

	No.
	Issue
	Current Action
	Action Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Overall Summary

<Sum up the key actions, decisions, or ideas that the reader should take away after reading this Project Status Report.

Indicate when the next report will be issued.>

Negative Variance Summary

<Give explanations for any significant negative variances, or indicate None.>

Project Schedule Summary

<This information will typically come from your Microsoft Project plan (or equivalent).

Provide information about milestones only, not individual tasks.  If you are using any form of critical path analysis, make sure you cover events on the critical path.

Provide additional information about milestones at risk of not being met.>

	Milestone
	Planned Date
	Actual Date
	At Risk?

	
	
	
	Yes / No

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Risk Summary

<Give explanations for any significant milestones at risk, or concerns you have with the critical path.  Otherwise indicate None.>

Recent Project Highlights

	Highlight
	Special Mentions & Lessons Learned

	
	

	
	

	
	

	
	


Upcoming Project Events

	Highlight
	Special Mentions

	
	

	
	

	
	

	
	


Major Issues / Challenges

<This information will typically come from a Project Issues Register.  Provide details of up to five issues that you consider the most problematic to the project.

‘Action’ may be what you are doing, or what you plan to do.>

	No.
	Issue
	Action
	Action Date

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Major Risks

<This information will typically come from a Project Risk Register.  Provide details of up to five risks that will pose the biggest danger to the project if not mitigated.>

	No.
	Risk
	Impact
	Mitigation Strategy

	1
	
	Budget
	

	2
	
	Schedule
	

	3
	
	Resources
	

	4
	
	Scope
	


Risk Mitigation

<More detail on risk mitigation strategies named above. If not applicable, delete this section.>

Change Control Summary

<This information will typically come from a Project Change Register.>

	No.
	Issue
	Current Action
	Action Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Overall Summary

<Sum up the key actions, decisions, or ideas that the reader should take away after reading this Project Status Report.

Indicate when the next report will be issued.>
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