
[Project Name] Status Report

	Status Date
	Reporting Manager 
	Reporting to

	[mm/dd/yy]
	[Name]
	Vrinda Dar

	Status Period   From:
	[from date]

	To: 
	[to date] 


	Cost performance
	[cost variance] % under/over budget

	Planned cost to date
	

	Actual cost to date
	

	Approved project cost
	

	Estimated cost at completion
	


	Schedule performance
	[schedule variance] % ahead/behind schedule 

	Eventually attach a Gantt chart with baseline and current schedule


Reporting project performance are tasks pertaining to the project execution phase of project management.
 
Reporting the project performance is to review the project progress against expected milestones, timelines and costs.

The purpose of reporting is to share the information required to manage issues and Manage CSSQ (Cost, Scope, Schedule, and Quality).

It is functional to the objective of delivering the project outputs with the expected quality and within the time and cost constraints defined in the project plan document. (approved project).
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Attention: do not confuse project performance with employee performance! 
When monitoring and reporting the project performance you are comparing:
· what the team  implementing a project plan has achieved (in terms of reaching the expected milestones and deliver the expected project outputs within the decided schedule and budget definitions) and
· the expected achievements as stated in the project plan document.
When monitoring and reporting the staff performance  you are comparing 
· what the individual employee has achieved and
· what the individual was supposed to achieve (on the basis of the agreed staff performance objectives.
	Project Status Checklist
Brief overview of where you are.  Highlight major achievements, critical issues, risks and planned activities. A more complete and detailed explanation of achievements, issues, risks, and planned activities follows the Status Summary, below.

	Yes
	No
	Status Summary (explain if "yes" is checked)

	
	
	Phase & Project Plan (General):

	
	
	1.  Has  the scope of the project changed?

	
	
	2.  Have the assumptions changed?

	
	
	3.  Have the outputs (deliverables and other direct results) in the Phase changed?

	
	
	4.  Are there unresolved issues impacting upon the project scope?

	
	
	5.  Are there unresolved issues impacting upon the project schedule?

	
	
	6.  Are there unresolved issues impacting upon the project budget?

	
	
	5.  Is the project influenced by unexpected external factors?

	
	
	Outcomes

	
	
	7.  Will the deliverables fail to meet beneficiaries requirements?

	
	
	8.  Will other expected outputs fail to meet beneficiaries expectations?

	
	
	9. Are project outputs leading towards expected outcomes (behavioral and organizational changes)?

	
	
	Activities / Effort

	
	
	10.  Are there any problems affecting the project team's ability to perform the work?

	
	
	11.  Does the actual time expended to date vary significantly ( > 10%) from the project plan?

	
	
	Schedule

	
	
	12.  Is the estimated schedule about to be missed?


	
	
	Budget / Savings

	
	
	13.  Will the approved budget be overrun?

	
	
	Change Requests

	
	
	14.  Are there significant  changes requested?


Major Issues / Challenges (for which the Issues Logs have been prepared
Provide details of up to five issues that you consider the most problematic to the project.

‘Action’ may be what you are doing, or what you plan to do.

	No.
	Issue
	Action
	Action Date

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


This Month Project Highlights / Achievements

	Highlight
	Special Mentions & Lessons Learned

	
	

	
	

	
	

	
	


	Expected deliverables/ outputs that were delivered this month

	1

	2


	Expected deliverables/ outputs scheduled to be delivered in the next month

	1

	2


Milestone Summary

Provide information about milestones only, not individual tasks.  If you are using any form of critical path analysis, make sure you cover events on the critical path.

Provide additional information about milestones at risk of not being met.

	Milestone
	Planned Date
	Actual Date
	At Risk?

	
	
	
	Yes / No

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Major Risks

Provide details of up to five risks that will pose the biggest danger to the project if not mitigated.>

	No.
	Risk
	Impact
	Mitigation Strategy

	1
	
	Budget
	

	2
	
	Schedule
	

	3
	
	Resources
	

	4
	
	Scope
	


Risk Mitigation

<More detail on risk mitigation strategies named above. If not applicable, delete this section.>

	Eventual Changes to scope, schedule, cost during this period   (for which the  Change Requests have been prepared)    

	1

	2


Project Budget Summary

(as per data posted on Opal)

	Item
	Budget
	Spent
	Forecast
	Variance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	0
	0
	0
	0


Variance Summary

<Give explanations for any significant variances, or indicate None.>

