Guidelines to complete this status report
The purpose of this status report is to communicate information about the project to project stakeholders in a concise method. It should contain issues that may impact the Time, Cost, or Scope of the project, and document any critical issues, risks, mitigation of those risks, as well as any decisions agreed to by the team. 
It can also provide trending indicators; is a particular area behind schedule repetitively, are resources impacted, will decisions impact cost estimates. The level of detail will be dependant on the timing of the report; weekly, bi-weekly, monthly, quarterly

By using the following indicators, readers will be able to identify, at a glance, what activities are on time, and at risk.  
	Status Indicator
	When to use
	When to escalate

	
[image: image1]
	Still on time – ok
	No escalation 

	
[image: image2]
	Late, but impact is contained
	No escalation; approval by Project Manager is needed

	
[image: image3]
	Late, delivery date is at risk
	Escalate; approval by Project Manager is needed, and by the Sponsor if there is a significant impact to schedule and resources 


Steps to complete the template: 
Section 1
1. Insert Project name

2. Indicate the frequency of report; weekly, monthly, quarterly

3. Indicate the overall status of the project based on the completion of deliverables

4. Indicate the date of the report
Section 2

5. Document activities since last update. This section should list the activities that are ongoing and have not yet been completed to complete the deliverable; what are you doing? What is being done to complete?
Section 3

6. Document upcoming milestones for the overall status of the project. It is in this section that you will provide the status signal based on the criteria in the chart above; is can also be used as a trending indicator for your project
Section 4

7. Document upcoming tasks; Identify planned activities within the next two weeks that need to be started to keep the project on schedule
Section 5

8. List critical issues & risks that have been identified and what actions or decisions need to take place to mitigate the items





















