	
	PROJECT STATUS REPORT



Purpose: To provide a weekly or bi-weekly review for working team members on how the project is progressing. The project manager is responsible for determining what standard reports are produced. There are two classes of standard reports: The report used by the project team performing the work, and the report used by senior management to oversee the project. 

The project manager in the weekly or bi-weekly team meetings to facilitate communication and to ensure project goals and work allocation among the team would use this document. Consider the audience when reviewing risk. If more detail is required for the team, attach the Risk Log.

Period Covered by the Report:

Period beginning date: 
Period ending date: 

Prepared by:  

Recipients: 
	Project Identification - Project Specifics

	Project Name
	Project Number

	
	

	Program Manager
	Project Manager

	
	


	Key Accomplishments

	Current Period

	· 

	Planned for Next Period

	 


Overall Schedule:

	Comments

	


	Milestones

	Milestone
	Original Target Date
	Revised Target Date
	% Complete
	Comments

	
	
	
	
	

	
	
	
	
	


	Financial Overview  - (Take this information from the project budget. List the budgeted costs of the project, the estimate at completion (EAC = actual costs plus estimate to completion (ETC)), and the Actual Costs to date.)


	
	Expense
	Capital
	Overall Total

	Budget Costs
	$
	$
	$

	Estimate at Completion (EAC)
	$
	$
	$

	Actual Costs to Date
	$
	$
	$


	Key Risks

	Risk
	Response 
	Date Identified
	Status
	Owner

	· 
	
	
	
	


	Key Issues

	Description
	Action
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