Project Status Report # _____

Date ________________



Project Title ___________________

Team Name____________________________
Team Number _________________

Team Members:






__________________________
___________________________

__________________________
___________________________

__________________________
___________________________

Client contact information

Include all client contact information that you have

Brief Description of the Project

Write a short summary of the project and the project objectives

Accomplishments Since Last Status Report (or since project assignment if this is the first report)

This section should identify key project milestones that have been reached. It should include a narrative and bullet listing on achievement (or lack of achievement) of specific goals set for this reporting period.

Current Status of Project Performance

Data on schedule and work scope compared to baseline plan

Total Tasks in the project plan _________

Total Tasks completed
__________

Total Tasks in process

__________

Total Tasks late

__________

Commendations

Who did a particularly good job during this reporting period?

Problems or Potential Problems

Problems can include (1) technical issues – where technology has not worked, (2) schedule problems such as delays because some tasks took longer than expected, (3) cost problems, (4) team performance or participation

Total Team meetings scheduled to date________

	Name
	Number of Missed Meetings or Deadlines
	Written Warnings
	Date of Warning


Planned Corrective Actions

This section should specify the corrective actions to resolve each of the problems identified. It should include a statement explaining whether the project objective will be jeopardized, with respect to scope, quality, cost, schedule, or customer satisfaction.

Milestones Expected During the Next Reporting Period (or until project completion if this is the last status report)

These are the time-specific task and goals for your revised projected plan

Attachments – Outside teams must have client verification that client received the status report

1) The MS Project Gantt chart that includes all project tasks. Indicate % complete of each task immediately following task bar.

2) The MS Project “Who Does What Report”

3) Completed team member and leader evaluations

4) Copies of any written warnings to team members

Status reports will be submitted cumulatively, and will include the team charter.

