Enter Project Name here
Project Status Report
Enter Reporting Period Date here

	Project Dashboard                            Key:    Green = on track   Yellow = needs attention   Red = significant problem
Schedule

Budget

Scope

Quality

Overall
Status note     

Status note     

Status note     

Status note     

Status note
Status 

Status 

Status 

Status 

Status 
Enter an optional one or two word status note. Color code to match the status on the next line.. Example: Under Budget the note could say ‘revised’. Under Overall the note could say “Good Progress”

Enter the overall status for the topic – use the key and color name and shading above. Example: If project is on budget, change ‘status’ to the word ‘green’ and highlight with green.


	Summary
Enter a high-level summary of the status of the project.


	Detail

Schedule
Make any comments about adjustments to the project’s schedule.
Milestone/Task
Start Date

End Date

Revised End Date

% Complete
Enter the name of the major milestone or high-level task against which progress is being reported. Generally you will report at a high level of summarization. Show any changes since the previous status report.
Enter the start date of the milestone/task.

Enter the end date of the milestone/task.

Enter any adjusted revised end date for the milestone/task since the previous status report.

Enter the percent complete for the milestone/task.


	Detail (cont.)
Budget
Enter any comments to further explain budget information or variances.
Line Item

Current Baseline

Fyy-yy

(A)

Actual to Date

Fyy-yy

(B)

Estimate to Complete

Fyy-yy

(C)

Expected at End

Fyy-yy

D = (B + C)

Variance

E = (A - D)
Enter the budget line item you are tracking. Generally you will report at a high level of summarization.
Enter the fiscal year Fyy-yy  (or quarter depending on need) for the budget entries.

Enter the current baseline budget for the line item. This is the current budget amount approved by the project sponsor.

Enter the actual amount expended to date for the line item.

Enter the estimate to complete remaining work for the line item. (Estimate to Complete = Estimates for any changes approved through the change control process plus re-estimates of remaining tasks by project team members.)

Enter the expected at end estimate for completing the project. (Expected at End = Actual to Date plus Estimate to Complete.) 

Enter the variance between the budget estimates and actual expenditures (Variance = Current Baseline minus Expected at End).
Scope Adjustments
Enter any comments about adjustments to scope.
Accomplishments
List a summary of the major accomplishments since the last status report
Issues
List any key issues that are outstanding or have been resolved since the last status report.
Next Steps
List a summary of key tasks in-progress or planned for completion by the next project status reporting date.
Detail (cont.)
Project Team Changes
Name

Organization

Role

Note
Enter the name of the project team member.

Enter the name of the team member’s organization and department name if appropriate.

Enter a brief description of the team member’s role.

Enter a brief note that describes the change. 

Examples: 

· Left the Project-re-assigned to another project. 

· Role change from core team member to review team member.
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