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	Project Status Reports

	Instructions and example

What This Is

· A document to summarize Group progress and to capture Group status on one or two pages. Easy to prepare, hand out, post, or email.  

Why It’s Useful   

· Regular status reports help ensure that the Group has clear visibility to the true state of a project and that Management stays properly informed about project progress, difficulties, and issues. Frequent communication of project status and issues is a vital part of effective project risk management.

Progress reports allow management and other Groups to know whether the project is on track to deliver its outcome as planned, and highlights to management any matters requiring their decision-making or direct help. As well, members of the reporting Group have a snapshot of their own state of progress.

How to Use It  

1. Write down the Key Accomplishments in brief one or two sentences (limit these to 5 or 6 top items).

2. Write down the Upcoming Tasks in brief sentences  describing what tasks the Group plans to work on or accomplish in the next period.

3. Write down any Issues the Group has encountered this period. Include any items the Group needs management or other Group’s help on, and the action needed. Identify the owner of such an issue.
Describe any difficulties your Group is experiencing, whether technical or interpersonal. Briefly describe suggestions to overcome such problems.

4. Decide on appropriate indicator of Group project health: 
Green can mean the project is on track for hitting schedule and requirements (scope) goals, and there are no major issues; 
Yellow can mean early warning of potential risk to either schedule, or scope, and refer the reader to the Issues section for details; and 
Red can mean that one or more serious issues have put project success in jeopardy

5. Optional - Insert any photos showing your progress in the pages that follow the progress and problems descriptions.
6. When a project is running smoothly, there should be a visible correlation between one report’s “Upcoming Tasks” and the next report’s “Key Accomplishments”.
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Insert photos (optional) on the pages that follow.
(Drop down menu, choose: Insert/Picture/From file)
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