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	Project Status Report Template



Note: all text that is in italics is for guidance purposes only and should be eliminated from the status reports that are submitted for review. 
Project Status Report 
	Department
	Department Name

	Project Name:
	Project Name

	Project Sponsor:
	Name of Executive Sponsor

	Program Manager:
	Name of Department Manager Overseeing Project (Day to Day)

	Project Manager:
	Name of Central Services Assigned or Department Technical Project Manager

	Prepared by:
	Name of Individual Preparing Report

	Project Phase:
	For what project phase does the report cover

	ITMC Review Date:
	Date ITMC Reviewed the Report (MM/DD/YYYY)

	Status Report Period
	e.g. Q1 FY14-15 (April to June)

	Date Submitted
	


	Red
	Urgent – project is in jeopardy and escalation is required

	Yellow
	Warning – some issues have been encountered; however, are being managed

	Green
	Stay the course - no corrective action required


Project Status Summary
	Budget
	Schedule
	Scope

	Previous Project Phase1
	Project Phase Recently Completed
	Previous Project Phase1
	Project Phase Recently Completed
	To-Date

	G
	Y
	Y
	G
	R

	Determined by calculating the % variation between the total forecasted costs for the project and the top end of the total cost estimate for the project (column #2 in the financial section)

G – < 10%
Y-- 10% - 20%
R – >20%
	G – Minimal delay and delay has no significant impact
Y – Moderate delay; however, delay has no significant impact

R – Moderate delay and delay has a significant impact

	G -- No Change Request (CR) pending or approved

Y – Small CR(s) pending or approved 
R – Large CR(s) pending or approved


	· [Include bullets as high level explanation of status colour above.]
	· [Include bullets as high level explanation of status colour above.]
	· [Include bullets as high level explanation of status colour above.]


1 Note: ratings must agree to the previous status report that was submitted for the project.  If this is the first status report for the project the rating for the previous phase should be identified as N/A.

	Project Background/Highlights

	This section of the report should provide some background information on the project, as well as an overall summary of the status of the project.  The following items should be identified:

· At what stage in the project lifecycle was the business case prepared and reviewed by the Business Advisory Council

· Major accomplishments or challenges encountered during this phase of the project

· A high-level assessment of the project’s health, in terms of forecasted completion dates, scope and costs

· Identification of any matters requiring special attention or are important in understanding the overall health of the project 

· Whether the project is on track to achieve future major milestones

· Any major challenges that are anticipated during the next phase of the project


Financial Information (Combined Business, Technical, Capital and Operational)
Please complete the following tables related to project costs. 

Financial Totals 

History
	Actual Project Spend - Prior Year ($000s)

	FY2008-09
	FY2009-10
	FY2010-11
	FY2011-12
	FY2012-13
	FY2013-14

	
	
	
	
	
	


	Treasury Board Approved Funding - Prior Year ($000s)

	FY2008-09
	FY2009-10
	FY2010-11
	FY2011-12
	FY2012-13
	FY2013-14

	
	
	
	
	
	


Note: 
Please insert n/a for years where the project did not exist.
Current Year 
	FY2014-15 Actual Spend ($000s)
	FY2014-15 ($000s)

	Q1
	Q2
	Q3
	Q4
	Total
	Budget
	Forecast
	TB Approved Funding

	
	
	
	
	
	
	
	


Note: 
Quarterly spend numbers must be updated in each status report until a finalized figure for the quarter is reported.
Financial Details
	Project Phase
	Business Case Budget/ Cost Estimate

($000s)

1 & 2
	Range of Variation in the Bus Case Budget/Cost Estimate

($000s)

2 & 3
	Original Budget Received from Treasury Board
	Actual Costs Expended To-Date

($000s)

2
	Forecasted Costs To End of Project

($000s)

2 & 4

	High-level Business Requirements and Solutions (Inception)
	18
	16 to 22
	
	
	

	Detailed Business Requirements and Risk (Elaboration)
	25
	24 to 28
	
	
	

	Business Solution Development (Construction)
	150
	148 to 178
	
	
	

	Business Solution Implementation (Transition)
	25
	24 to 30
	
	
	

	Hardware or software costs
	100
	90 to 110
	
	
	

	Total
	318
	
	
	
	


1 Values for the original budget (or cost estimate) should be taken from the business case
2 All cost information must reflect the total costs of the project (include both business/technical costs and capital/expense)
3 Reflects the amount of potential variation that is inherent in the original budget or cost estimate for the project, which reflects the department’s level of confidence in the cost estimate. In the early stages of a project the potential for significant variation in costs exists.  As the project moves through the various stages of the project lifecycle, the cost estimates will become more refined and the amount of potential variation should be significantly reduced.  Staff in the Project Services Group of Central Services can help departments with the break-down of technical costs by project phase
4 Forecasted costs need to reflect all approved scope changes.
	Explanatory Information On Project Costs

	This section of the status report should provide explanatory information related to project costs. It should specifically address the following:  

· Whether incremental funding has been provided through the budget process or whether the project is being funded within the department’s existing budget
· The fiscal year in which funding has been committed, as well as any issues associated with the alignment of funding to the estimated completion dates for the project.  For example, funding for the project may have been committed in the 2013-14; however, a late start for the project may result in the vast majority of the work on the project occurring in the 2014-15 fiscal year, resulting in funding issues
· A description of the factors that have resulted in an increase in forecasted costs

· How the department plans on managing any increases in forecasted costs (for example, extend the duration of the project, reduce the project scope, or reallocate funding within the department’s existing budget allocation)

· Whether sufficient funding exists to complete the project within the department’s approved budget

· Whether a major re-estimation of project costs has recently occurred or whether one is planned for in the near future


Project Schedule and Status
Please complete the following table related to project schedule and status. 

	Project Phase
	Original Estimated Completion Date
	Actual or Forecasted Completion Date
	% Complete

1
	Deliverables in Production

	High-level Business Requirements and Solutions (Inception)
	MM/DD/YY
	MM/DD/YY
	X%
	Yes/No

	Detailed Business Requirements and Risk (Elaboration)
	MM/DD/YY
	MM/DD/YY
	X%
	Yes/No

	Business Solution Development (Construction)
	MM/DD/YY
	MM/DD/YY
	X%
	Yes/No

	Business Solution Implementation (Transition)
	MM/DD/YY
	MM/DD/YY
	X%
	Yes/No

	For the Project Overall
	MM/DD/YY
	MM/DD/YY
	X%
	Total #


1 Represents the % of the project that is complete.  Note: the following general guidelines exist for the estimated effort involved in the various stages of a project; inception (10%), elaboration (30%), construction (50%) and transition (10%).
	Explanatory Information on Project Schedule and Status

	This section of the status report should provide explanatory information for any significant changes in the forecasted completion dates for the project and specifically address the following situations (if applicable): 

· The reason and/or factors that have resulted in the delayed completion date

· The impact that approved scope changes have had on the completion date for the project

· What (if any) steps have been taken to address delays in the completion date

· Identification of the complete deliverables that are actually being used.

· The implications of significant delays in the forecasted completion date for the project.  Examples include:

· Whether the delayed completion date results in implementation occurring at a sub-optimal time from a business perspective and the resulting implications on operations 
· Whether the delayed completion date results in the project being implemented after a critical date and what interim steps must be taken (for example, the business solution must be implemented by a specified date in order to address a legislative change and the delayed completion date results in this critical date being missed)

· Whether the delayed completion date results in additional costs being incurred and therefore has an impact on forecasted project costs

· Whether the delayed completion date results in financial pressures

· Whether the delayed completion date has an impact on key stakeholders




Scope
The project scope defines what work will be performed within the parameters of the project (end products, deliverables, or outputs) and by extension gives the reader an understanding of what work has been excluded from the project.  In the early stages of the project, the project scope is often defined at a high-level and becomes more refined once detailed business requirements have been developed.  Once a project is in the business solution development phase, scope changes have the potential to have a significant impact on project costs and schedules; as such, scope changes need to be actively managed.   

(See Appendix 1 for Complete List of Change Requests)
Please complete the following table for each scope change.  Note: both additions and deletions from the scope should be identified.  Please note that changes in budgets and completion dates are not considered a scope change.
FY14-15 Scope Change Details
	Description of the Scope Change:  

	What stage in the project did the scope change occur?
	

	What is the scope change date?
	

	What is the impact of the scope change on the completion date for the project? [Expressed in # of days]
	

	What is the impact of the scope change on the costs for the project? [Expressed in dollars]
	

	What impact does the scope change have on the defined business outcomes for the project?
	

	What is status of the scope change? [Approved, Denied or Pending Approval]
	

	Who has reviewed the scope change? [Individual or Committee]
	


Add additional tables, as required, for additional scope changes.
	Explanatory Information on Project Scope and Business Solution

	As previously noted, in the early stages of the project, the project scope is often defined at a high-level and becomes more refined once detailed business requirements have been developed.  In addition, the business solution for the project may still need to be validated or finalized.  This section of the status report should detail any refinements to project scope or changes to business solution from those identified in the original business case for the project. 




Risk
As part of the business case for the project a preliminary assessment of project risks was completed. However, risks are not static and therefore are expected to change during the course of the project. It is important that potential risks are actively identified and monitored throughout the project to ensure project success.  In situations where new risks come to light, it is important that mitigation strategies are established and the risk is actively managed. 
Please complete the following table for each risk (or Issue) that has occurred during the course of the project.  If no risks (or issues) have occurred, please indicate that the table is non-applicable.
	Description of the Risk (or Issue) #1:  

	What stage in the project did the risk/issue arise?
	

	What date did the risk/issue arise?
	

	Was the risk/issue identified in the business case for the project?
	

	Was a mitigation strategy in place for the risk/issue?
	

	What steps have been taken to mitigate the risk?  
	

	Do you believe that the steps taken to mitigate the impact of the risk/issue have been successful?
	

	What impact has the occurrence of the risk/issue had on the project?
	


Add additional tables, as required, for additional occurrences of risk.
Please complete the following table for each new risk (risks not identified in the business case for the project) identified during the project.  If no additional risks have been identified, please note that the table is non-applicable.
	Description of the Risk #1:  

	During what stage of the project was the new risk identified?
	

	What date was the new risk identified?
	

	What is the probability of the risk occurring (on a scale of 1 to 3)? Where 1 = unlikely and  3 = highly likely
	

	What is the impact on the project if the risk does arise (on a scale of 1 to 3)?  Where 1=low impact and 3=high impact
	

	Has a mitigation strategy for the newly identified risk been developed?  If yes, please explain the proposed strategies and how effective the strategy is at either reducing the probability of occurrence or the impact on the project if the risk does occur.   
	

	Who has been assigned ownership of the new risk?
	


Add additional tables, as required.
	Explanatory Information on Risks

	Provide an explanation of the department’s perceived level of overall risk on the project and any areas of major concern.  


Business Outcomes
As part of the business case a preliminary set of business outcomes was established for the project.  However, as a project moves through the various stages of the project lifecycle, changes or refinements to the original business outcomes may be required due to:

· Further elaboration or refinement of the business requirements

· Selection or confirmation of the business solution (for example, a commercial off-the-shelf software may be selected and limitations inherent in the software may have an impact on the business outcomes that were originally established)

· After further analysis of business requirements is performed, it may be determined that the achievement of the business outcome may be cost prohibitive

· The project may now be sufficiently advanced to set meaningful targets for the business outcomes (i.e., a clear understanding of business requirements exists)

It is important that the business outcomes are continually reviewed and refined during the course of the project.

Current Approved Business Outcomes
	Business Outcome
	Description and Metrics1
	When outcomes are to be achieved?
	Progress made thus far

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1
Describe the Business Outcome and list any measures used to demonstrate progress/success.
Please complete the following table for each change in business outcome that has occurred during the course project.  Note: both additions and deletions should be identified.  If no changes have occurred, please indicate that the table is non-applicable.  
	Additions to Business Outcomes

	Expected Business Outcome #1:  
  

	At what stage in the project lifecycle was the new expected business outcome identified?
	

	What date was the new expected business outcome identified?
	

	What is the baseline value for the business outcome?
	

	What is the target value for the business outcome?
	


Note: in some cases the existence of the functionality in the business solution will result in the achievement of the business outcome and a baseline and target value will not need to be established.  For example, one of the business outcomes may relate to eliminating the use of aging technology; replacement of the technology will result in the achievement of the business outcomes, as such baseline and targets are not required.
	Deletions to Business Outcomes

	Expected Business Outcome #1:  
  

	At what stage in the project lifecycle was it determined that the business outcome needed to be eliminated?
	

	What date was it determined that the business outcome needed to be eliminated?
	

	What is the rationale for the elimination of the business outcome?
	

	Who approved the deletion?
	

	What is the impact on the project?
	


	Explanatory Information on Business Outcomes

	This section of the status report should highlight any outstanding direction associated with the business outcomes (including direction to establish baseline and targets), as well as identify what actions have been taken to address the outstanding direction. In addition, the department should comment on whether it is on track to meet the business outcomes that were established for the project. 

	


Key Project Milestones
Please fill-in the following table for those phases of the project that have been completed.  If a project phase has not yet been completed, please leave the non-relevant section of the table blank.
	Detailed Business Requirements & Risk (Elaboration)

	
	Yes
	No
	If no, please provide an explanation and identify the estimated completion date

	Have detailed business and user requirements been completed?
	[  ]
	[   ]
	XXXXXXXXXX

	Has the recommended business solution been finalized or validated?
	[  ]
	[   ]
	XXXXXXXXXX

	Have high-level project plans been prepared in the following areas:
	
	
	XXXXXXXXXX

	· Communications
	[  ]
	[   ]
	XXXXXXXXXX

	· Resourcing
	[  ]
	[   ]
	XXXXXXXXXX

	· Governance
	[  ]
	[   ]
	XXXXXXXXXX

	Have key project milestones been identified for the remainder of the project? 
	[  ]
	[   ]
	XXXXXXXXXX

	Has an updated cost estimate for the project been prepared?
	[  ]
	[   ]
	XXXXXXXXXX

	Business Solution Development (Construction)

	
	Yes
	No
	If no, please provide an explanation and identify the anticipated completion date

	Have test plans and scripts been developed?
	[  ]
	[   ]
	XXXXXXXXXX

	Has solution testing been completed?
	[  ]
	[   ]
	Please describe any significant rework required as a result of solution testing and describe the underlying cause

	Has an implementation plan been completed and signed-off?
	[  ]
	[   ]
	XXXXXXXXXX

	Has a training plan been completed?
	[  ]
	[   ]
	XXXXXXXXXX

	Has user support materials been prepared?
	[  ]
	[   ]
	XXXXXXXXXX

	If applicable, have activities been undertaken to ensure that the solution is in compliance with legislation/regulations?
	[  ]
	[   ]
	XXXXXXXXXX

	Has an updated cost estimate for the project been prepared?
	[  ]
	[   ]
	XXXXXXXXXX


Please attach a high-level work breakdown structure for the project, which identifies key project milestones, as well as estimated completion dates.

Project Performance Measurements
Basic Information
	Measure Name
	Description/Calculation
	Calc Results

	Budget At Completion (BAC)
	Total budgeted cost of project
	

	Planned Value (PV)
	Estimated value of work planned to be complete through current reporting period 
i.e. Planned % complete x BAC
	

	Actual Costs (AC)
	Actual costs to date
	

	% Project Complete (%PC)
	% complete of project to date 
	

	Earned Value (EV)
	The value produced by the project to date i.e. %PC x BAC
	


Earned Value
	Measure Name
	Description/Calculation
	Calc Results

	Cost Performance Index (CPI)
	Value of work completed against actual cost i.e. EV / AC1
	

	Burn Rate
	Rate at which project budget is being spent i.e. 1 / CPI2
	

	Schedule Performance Index (SPI)
	Progress achieved against progress planned i.e. EV / PV3
	

	Cost Schedule Index (CSI)
	Likelihood of recovery for a project that is late and/or over budget i.e. CPI x SPI4
	

	Estimate At Completion (EAC)
	Predicts the cost of the project at its completion i.e. Assuming current CPI for rest of project: BAC / CPI 5
	


1
A CPI value <1 indicates that costs were higher than budgeted. CPI>1 indicates that costs were less than budgeted.
2
A burn rate of <=1 indicates that the project is consuming budget as planned or slower and will be completed on or within budget.
3
An SPI value <1 indicates less work was completed than was planned. SPI>1 indicates that more work was completed than was planned.
4
The closer the index is to 1, the more likely the project can be recovered from its deviation to the original baseline.
5
Use one of the following 3 calculations for EAC if the current CPI is not appropriate:
Scenario 1 – Original estimate no longer valid
Use if original estimates for the project were fundamentally flawed or circumstances may have changed so much that the estimates are no longer valid:  Calculation: EAC = AC + Bottom-up ETC
Bottom-up Estimate To Complete is a prediction by the team of how much work is left to complete the project.
Scenario 2 – Current CPI is abnormal
Occurs when an unexpected cost artificially affects the CPI.  If it is believed this won’t recur, and the original estimates are believed to be correct:  Calculation: EAC = AC + (BAC – EV)

Scenario 3 – Project has to meet a deadline
Used when the project has to be completed by a certain date: Calculation: EAC = AC + ((BAC – EV) / (CPI x SPI))

Appendix 1

FY14-15 Change Request Summary
	Change Req #
	Reason for Change
	Associated Cost 
(if any) ($000s)
	Description of Change e.g. added/ removed/extended
	Impact to project outcomes and deliverables
	Authorized By
& Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Total # CRs
	-
	-
	-
	-
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