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Purpose:  To provide a monthly review for stakeholders and sponsors on how the project is progressing. The project manager is responsible for determining what standard reports are produced. There are two classes of standard reports. The report used by the project team performing the work, and the report used by senior management to oversee the project. If you are going to complete a status report, use this one.
	Period Covered by the Report:
	

	Period beginning date:
	

	Period ending date:
	

	
	

	Prepared by:  
	<Insert name of person preparing report>

	
	

	Recipients:
	<List the names this report is being distributed to>


	Project Identification - Project Specifics

	Project Name
	
	Project Number
	

	
	
	
	

	Project Sponsor
	
	Project Owner
	

	
	
	
	

	Program Manager
	
	Project Manager
	

	
	
	

	Completed by
	

	


	Key Accomplishments

	Current Period

	< List in bullet form the top 3 -5 items of progress of this reporting period. >

· 

	Planned for Next Period


	< List in bullet form the top 3 -5 key items to be completed before the next reporting report. This should list what is to be expected in the next 30 - 60 days. >




	Comments

	


	Financial Overview  


	
	Expense
	Capital
	Overall Total

	Budget Costs
	$
	$
	$

	Estimate at Completion (EAC)
	$
	$
	$

	Actual Costs to Date
	$
	$
	$


	Key Risks

	Risk
	Response 
	Date Identified
	Status
	Owner

	
	
	
	List the status of the risk:
New

Under Review

In Progress Completed
	List the name of the person that has ownership of this risk. 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Key Issues

	Description
	Action

	<List the 3-5 key issues of the project. >
	<List the plan of action to solve this issue.>

	
	

	
	

	
	

	
	


	High Level Requirements

	<This information may be cut and pasted form the Project Initiation Document. List the high level requirements of the project. >

· Requirement 1

· Requirement 2

· Requirement 3


Tired of working with reports manually? Status.net is a modern solution to share regular reports and gather insights automatically. 
Status.net collects data regularly with scheduled auto reminders. Run powerful reports with export and print features.
Click here to try it now for free.


