Project Status Report Template

	Project Name:

	Prepared by:

	Date:

	Distribution List:

	Status of Project Relative to Project Objectives:

	Scope (Note any variations to the Scope)


	Schedule (On schedule? Ahead or behind by how much, note why. Is the end date affected?)



	Cost (On budget? Under or over by how much, note why)



	Quality (Is quality been meet on completed or in progress deliverables?)


	Progress Report: (what is completed, what is in progress, key changes made, when and why, etc.  Status of milestones)



	Forecasting:  (estimate of future project status and progress.  How much more money do you need to spend, what is the revised budget at completion?)


	Issue Register

	Issue
	Status/Comments

	
	

	
	

	
	

	
	

	General comments: 




