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Project Life Cycle

Project status report 
Provide information appropriate to the level of the report’s audience. Try to keep report to a single page (adjust margins as necessary). If it can’t all fit on a single page, be sure the Issues/Opportunities section is completely contained on the front page, as this is generally of most interest to the audience.
	Project name:
	
	Project manager:
	 

	Report period:
	
	

	Project status summary

	Brief description of project’s current status.

	Issues/Opportunities

	
	Issue statement. Impact: (examples: schedule, resources, budget, scope, quality)

Describe the issue. Provide information regarding steps taken, steps to be taken, responsible parties, etc. 
Include as many issues as necessary, each as a separate row in this table. Color the box to the right depending upon issue impact (green: no impact, yellow: potential impact, red: critical, has impacted project).

	
	

	
	

	Accomplishments/Progress since last report

	· Bulleted list of accomplishments/progress since last status report

	Goals/Activities planned for upcoming reporting period

	· Bulleted list of tasks/goals to be performed/started before the next status report
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