Project Reporting Template


TEMPLATE FOR PROJECT REPORTING

This form is required at formal reviews of projects in the portfolio of the Management Board and Operations Committee. It is also required if the Accountable Body is being asked to take decisions that materially affect the project, including changes to the project plan or a change of Project Director. It is the responsibility of the Project Director to complete the form, assisted by the Steering Committee, if any, and Project Team. 

	Project Name
	

	Project Champion
	

	Project Director
	

	Accountable Body
	

	Date approved
	

	Estimated completion date
	


CURRENT STATUS

Report on progress since last review 

Decisions made by the Project Director or Steering Committee 

Significant changes to plan that have occurred

Updated plan (if applicable)

CRITICAL ISSUES AND DECISIONS REQUIRED

Description

Suggested course of action 

Decisions required from Accountable Body
CURRENT FINANCES

	Estimated total cost
	

	Initial cost estimate
	

	Total spend to date
	

	Planned spend to date
	

	Forecast spend
	


REVIEW HISTORY — LOG OF PREVIOUS REPORTS BY DATE

	Date
	

	Report
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