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Project Status Report
Header
	Field
	Details

	Project Name
	

	Project Manager
	

	Report Date
	

	Reporting Period
	

	Report #
	


Executive Summary
	Area
	Status

	Overall Status
	☐ On Track ☐ At Risk ☐ Off Track

	Schedule Status
	☐ Green ☐ Yellow ☐ Red

	Budget Status
	☐ Green ☐ Yellow ☐ Red

	Scope Status
	☐ Green ☐ Yellow ☐ Red

	Resources Status
	☐ Green ☐ Yellow ☐ Red


Key Message:
Provide a concise summary of the current project status, highlighting any major accomplishments, risks or issues requiring attention.
Project Overview
	Field
	Details

	Original Start Date
	

	Current Start Date
	

	Original End Date
	

	Current End Date
	

	% Complete
	


Project Description:
Describe the project’s purpose, scope and objectives.
Project Objectives:
Accomplishments This Period
Planned Activities Next Period
Milestone Status
	Milestone
	Planned Date
	Revised Date
	Actual Date
	Status
	Notes

	
	
	
	
	Complete / On Track / At Risk / Delayed
	

	
	
	
	
	
	

	
	
	
	
	
	


Deliverables Status
	Deliverable
	Owner
	Due Date
	Status
	% Complete
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Budget Summary
	Metric
	Amount

	Original Budget
	$

	Approved Changes
	$

	Current Budget
	$

	Actual Spent
	$

	Committed
	$

	Forecasted Total
	$

	Variance
	$

	% Budget Used
	%


Budget Notes:
Provide explanations for any variances or changes to the budget.
Resource Allocation
	Resource Name
	Role
	Allocation %
	Status
	Notes

	
	
	
	Available / Overallocated / On Leave
	

	
	
	
	
	

	
	
	
	
	


Resource Concerns:
Describe any issues related to resource availability or workload.
Risks and Issues
High Priority Risks
	Risk
	Probability
	Impact
	Mitigation Strategy
	Owner

	
	High/Med/Low
	H/M/L
	
	

	
	
	
	
	


Current Issues
	Issue
	Impact
	Resolution Plan
	Owner
	Due Date

	
	
	
	
	

	
	
	
	
	


Dependencies
	Dependency
	Required From
	Required By
	Status
	Impact if Delayed

	
	
	
	
	

	
	
	
	
	


Change Requests
	CR #
	Description
	Impact
	Status
	Decision Date

	
	
	
	Pending / Approved / Denied
	

	
	
	
	
	


Key Decisions Needed
1. Decision:
Required By:
Decision Maker:
1. Decision:
Required By:
Decision Maker:
Stakeholder Communications
Recent Communications:
Upcoming Communications:
Stakeholder Concerns:
Note any concerns raised by stakeholders.
Lessons Learned
What’s Working Well
Areas for Improvement
Recommendations
Provide any recommendations to improve project outcomes, processes or performance.
Next Steps
1. Owner:
Due:
1. Owner:
Due:
1. Owner:
Due:
Approval
	Role
	Name
	Date

	Prepared By
	
	

	Reviewed By
	
	

	Approved By
	
	


Distribution List:
Next Report Due:
