Project Report Template

	Project Name:

	Prepared by:

	Date:

	Status of Project Relative to Project Objectives:

	Scope (On scope? If off scope, how serious?)



	Schedule (On schedule? Ahead or behind by how much, etc.)



	Cost (On budget? Under or over by how much, etc.)



	Quality  



	Progress Report: (what is completed, what is in process, key changes made, when and why, etc.)



	Forecasting:  (estimate of future project status and progress)


	Other issues or comments: 



	Issue:
	Who Will Address:

	
	

	
	

	
	

	
	

	Project Report Submitted to:

	Name: 
	Title:
	Date:

	Name: 
	Title:
	Date:

	Name: 
	Title:
	Date:


