Weekly Status Update Template
This template was generated by students in the June 2010 Managing Multiple Projects course offered through PMI SeminarsWorld in Orlando, Florida.  The tool was created to create a higher level of efficiency and consistency in status updates and team reporting.  

Weekly Status Update Template

Team member name:  Example:  Bob Miller, Purchasing
Date:  MM/DD/YYYY
Project Task:  Please use naming convention consistent with the project WBS
Originally planned completion date:  MM/DD/YYYY
1. Progress since last update:  Identify specific accomplishment since the previous reporting period
2. Estimated completion date:  MM/DD/YYYY
3. Estimated cost impact:  Anticipated total cost (EAC) for the work identified in this update
4. Potential issues and recommended resolutions:  For any identified issues, please be specific and thorough.  State them in full sentences, rather than as bulleted items
5. Activities planned for next week:  Identify work to be started, performed or completed in the next reporting period
