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1. Management Summary

<This template is designed for reporting progress on projects.  For smaller engagements it may need to be adapted to suit the circumstances.  Nevertheless most, if not all, of the sections should be applicable to any engagement.

Please note that the Project Code and Reporting Period field on the first page are ‘bookmarks’ and are linked to the document header - be careful not to destroy the bookmarks when editing these fields.

Remember to update the Table of Contents before printing your Status Report - to do this simple move the insertion point into the TOC and press F9.  Alternatively you may configure WORD to update fields before printing.>

1.1 Summary Status

<The summary status should be written last and must contain the main points from the status report.  Work on the assumption that senior management may only read this section - referring to detail if they see fit.>

1.2 Progress vs Major Milestones

<Progress against milestones is one of the quickest ways to show how a project is progressing.  Where the forecast dates differ from the plan provide a brief comment.>

Milestone
Original Planned Date
Current Forecast Date
Status/Comment











1.3 Issues/Risks for Management Attention

<This section provides an opportunity to communication information to management - use it flag important issues and risks, with a view to making something happen.  Be sure to cover what is being done to manage these issues and/or recommendations to avoid or mitigate these situations.

Confidential issues that cannot be included in the Status Report should be dealt with separately through the appropriate means.>

1.3.1 New Issues/Risks

1.3.2 Unresolved Items Brought Forward

2. Status Report Detail

<This section of the report contains the detail of what has happened during the reporting period in question.  The preferred style is concise using numbered lists wherever possible.>

2.1 Planned Work Done

2.2 Unplanned Activities

<Where these occur explain why the activity has been required and the likely impact on timescales / costs.>

2.3 Planned Work Not Done

2.4 Work Planned for Next Reporting Period

2.5 Change Requests Summary

<If the number of change requests becomes very large consider providing this information as an appendix to the report.  Nevertheless, any major changes to scope should be highlighted in this section.

Only include open Change Requests or those which have been closed in the reporting period.>

Reference
Description
Status









2.6 Effort Summary

<Provide a summary, by phase of the effort along the following lines:>


EFFORT SUMMARY













units = man days


Phase
Original Planned Effort
Effort as at last report
Since then
Forecast to go
Current Forecast Total
 Var % from plan
 Complete %

Definition
50
55
0
0
55
10%
100%

Coding & Testing
25
20
5
5
30
20%
83%

Implementation
25
0
0
25
25
0%
0%

TOTALS
100
75
5
30
110
10%
73%

<If there are significant amounts of unplanned effort affecting the project it may be useful to include a separate column to track it explicitly

For smaller engagements it is acceptable to simplify this section somewhat.  The main point being whether or not the job can completed within budget and time constraints agreed with the client.>

2.7 Milestones Tracking

<The information provided in section 1.1 should be charted week by week.  This will show the trend for the whole project and highlight milestones that are slipping.  An example is given in the following embedded Excel spreadsheet.  Commentary on slippage should be also be provided.>
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Milestone Chart

		Jun 3 '94		Jun 3 '94		Jun 3 '94		Jun 3 '94		Jun 3 '94		Jun 3 '94		Jun 3 '94

		Jun 33, '94		Jun 33, '94		Jun 33, '94		Jun 33, '94		Jun 33, '94		Jun 33, '94		Jun 33, '94

		Jun 17, '94		Jun 17, '94		Jun 17, '94		Jun 17, '94		Jun 17, '94		Jun 17, '94		Jun 17, '94

		Jun 24, '94		Jun 24, '94		Jun 24, '94		Jun 24, '94		Jun 24, '94		Jun 24, '94		Jun 24, '94

		Jul 1, '94		Jul 1, '94		Jul 1, '94		Jul 1, '94		Jul 1, '94		Jul 1, '94		Jul 1, '94

		Jul 8, '94		Jul 8, '94		Jul 8, '94		Jul 8, '94		Jul 8, '94		Jul 8, '94		Jul 8, '94

		Jul 15, '94		Jul 15, '94		Jul 15, '94		Jul 15, '94		Jul 15, '94		Jul 15, '94		Jul 15, '94

						34530		34537		34551		34565		34572
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Milestone Tracking

		Milestone Tracking

		Plan/Report Dates		Logical Design		Physical Design		Coding		Testing		Training		Project End

		Plan Date		30-Jun-94		8-Jul-94		15-Jul-94		29-Jul-94		12-Aug-94		26-Aug-94

		Jun 3 '94		30-Jun-94		8-Jul-94		15-Jul-94		29-Jul-94		12-Aug-94		26-Aug-94

		Jun 33, '94		30-Jun-94		8-Jul-94		15-Jul-94		29-Jul-94		12-Aug-94		26-Aug-94

		Jun 17, '94		30-Jun-94		8-Jul-94		15-Jul-94		29-Jul-94		12-Aug-94		26-Aug-94

		Jun 24, '94		30-Jun-94		8-Jul-94		15-Jul-94		29-Jul-94		12-Aug-94		26-Aug-94

		Jul 1, '94				15-Jul-94		22-Jul-94		5-Aug-94		19-Aug-94		26-Aug-94

		Jul 8, '94				15-Jul-94		22-Jul-94		5-Aug-94		19-Aug-94		26-Aug-94

		Jul 15, '94				15-Jul-94		22-Jul-94		5-Aug-94		19-Aug-94		26-Aug-94






