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Ohio Board of Regents
	TEAM MEMBER STATUS REPORT



Purpose: This report, completed by each team member, is used to create the Project Status Report. This information is to be submitted to the project manager at least one day prior to the Project Status Report due date. It is the responsibility of those performing the work to provide accurate and timely information to ensure actual progress of the project is reported. The project manager will decide the level of detail that is gathered from the team on this report.

	Period Covered by the Report

	Period beginning date:
	< Example: July 1, 2003>

	Period ending date:
	< Example: July 31, 2003>

	
	

	Prepared by:  
	<Insert name of person preparing report>

	
	

	Recipients:
	<List the names this report is being distributed to. >


	Project Identification

	Team Member Name
	Project Number
	Project Manager

	
	
	


	Key Accomplishments



	< List all of the work completed since the last status report.  Include deliverables completed and in progress. List the key plans and status of last week’s report, including those that were not completed. Start with consecutive dates. >

· 


	Key Progress

	< List the Activity and the % of progress to date from the project scheduling tool.  A recommendation is to use 0% if the work has not yet begun, 25% for work started, 50% for half way, 75% for almost complete, in quality review, test, edit, 100% for completed work. > 

	Activity
	%
	Team Member Comment

	
	
	<Any comments regarding that Activity. >

	
	
	

	
	
	


	Key Decisions

	<List all decisions for that reporting period – begin with the date of the decision. >

·   


	Meeting Review

	<List the dates and topic of any meetings held. For those who were not present, they could follow up on the Project Repository for the Agenda, Meeting notes and Handouts. >

· 


	Key Issues or Concerns

	< List the issue or concern that is currently present and needs attention by others for continued success. Make sure they are stated clearly, and all supporting information is provided. This information can be pulled from the Issues database or Issue Log. The resolution and who is responsible is listed in the database or log, not here. >
· 


	Key Plans for Next Reporting Period

	< List all of the work to be completed before the next status report. List per deliverable, if needed. >

· 
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