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<Project name>

Weekly Project Status Report – <Project name>
Week Ending:  <Weekday, Month Day, year>

	Distribution:
	

	cc:
	

	Prepared By:
	

	Date Prepared:
	


I
Sponsor’s Comments

· Comment line 1

· Comment line 2

· Comment line 3

I
Accomplishments this Week (for details see Teams Reports to Sponsors)

· Comment line 1

· Comment line 2

· Comment line 3

III
Plans for Next Week (for details see Teams Reports to Sponsors)
· Comment line 1

· Comment line 2

· Comment line 3

IV
Key Issues, Risks & Concerns
	Item
	Action/Resolution
	Responsible
	Completion Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


V
Status
[image: image2.png]
	Overall
	R
	Y
	G
	General or summary status report.


	Schedule
	Y
	

	Resources
	Y
	

	Scope
	G
	


VI
Schedule
	Stage
	Target Completion
	Revised Completion
	Comments and Follow -Up

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Steering Committee Meetings

	
	
	
	

	
	
	
	

	Working Committee Meetings

	
	
	
	

	
	
	
	


	Legend:


	On Track

Minor Issues: Caution

Major Issues: Behind Plan
	Previous

Week

Current Week
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