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Instructions




Status reports are generally produced on a weekly or biweekly basis by key project team members. These team members should know what areas of execution they are responsible for.  Status reporting is an integral part of the project management processes.  It is the means by which the project team,  the contractors and executive management stay informed about the progress and key activities required to successfully complete the project. The purpose of the status report, like the status meetings, is to develop a standard format for the formal exchange of information on the progress of the project.  The status reports should be tailored to the projects, but should be the same format for the full team member.

The status reports should be prepared by the project team detailing activities, accomplishments, milestones, identified issues, and problems.  Some level of recovery plans should be prepared for activities that are not on schedule and abatement plans prepared for anticipated problems.

The status report form will be used to report key information including:

· Current status.

· Significant accomplishments for the period.

· Scheduled activities.

· Issues.

Along with the status report form, the following may be attached:

· Updated GANTT charts.

· Recovery plans for activities not on schedule defined by the project team as being late, (e.g. slippage in the critical path activities).

· Abatement plans for expected problems.

· Resolution to assigned action items (including the Issues and action process.
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Project Name 

Project Status Report
From   /  /     To   /  /    
	Date Submitted        /  /    
	

	
	


Project Status   FORMCHECKBOX 
 On Schedule   FORMCHECKBOX 
 Ahead of Schedule   FORMCHECKBOX 
 Behind Schedule

                           FORMCHECKBOX 
 Within Approved Budget                     FORMCHECKBOX 
 Over Budget

Latest FSR/SPR Approval Date:   /  /    
	Project Title (From Project Summary Package)
	Acronym, Project No.

	     
	              

 FORMTEXT 
    

	Department Name
	Unit/Field Office/District

	
	

	Project Summary (From Project Summary Package)

	     


	Approved Project Cost:  $      
	Approved Start Date:   /  /      End Date:   /  /    

	Project Contact Information

	
	Name


	Telephone No./Ext
	Email

	Document Prepared by:
	     
     
	(   )    -     
	     

	Project Contact
	     
     
	(   )    -     
	     

	Project Manager
	     
     
	(   )    -     
	     

	Executive Sponsor
	     
     
	(   )    -     
	     

	Oversight Entity
	     
     
	(   )    -     
	     

	
	     
     
	(   )    -     
	     


	Milestone Status (Must include, at a  minimum, the major milestones based on latest approved FSR or SPR.)

	Major

Milestone/

Deliverable
	Planned

Start Date
	Actual

Start Date
	Planned 

Completion Date
	Actual

Completion

Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Budget Status (Must be based on latest approved FSR or SPR.)

	Fiscal Year
	DOF Approved Budget
	Expenditure to Date
	Variance Percent (%)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL
	
	
	


	Contract Budget Status (Must be based on latest approved FSR or SPR.)

	Contract Manager and Telephone No.  :

	Contract Type

(e.g. Project Oversight, Integrator, IV&V, QA, other)
	Contract Vehicle (CMAS, MSA, RFP, Sole Source)
	Vendor and Vendor Contact Person
	Contract Amount
	Expenditure to Date
	Contract Balance
	Contract Start and Expiration Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Current Project Status Summary (include progress, accomplishment, resolution of major issues, scope changes, requirements changes, staffing changes, others.)

	 FORMCHECKBOX 
 Current Work Breakdown Structure attached.

	


	Risk Management (list in order of significance/ threat to the project)

	Project Risk Manager/Telephone No.:

	Issues/Risks
	Date Opened
	Mitigation
	Date Resolved
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