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Project Status Reports - Example Formats

What:  Several formats that can be used to summarize and communicate project status to the team and Management.  This file includes "document formats" which capture status on one page and can easily be handed out or posted on walls for visibility.  It also includes several "slide" formats (e.g. PowerPoint) that can be used to report status to management in meetings.  The file also includes a one-page format for summarizing status on multiple projects. 
Why:  To ensure that the team has clear visibility to the true state of a project. To ensure that management stays properly informed about project progress, difficulties, and issues, by periodically getting the right kinds of information from the project manager.    The reports should let management know whether the project is on track to deliver its outcome as planned, and must highlight to management any place where their decision-making or direct help is needed 

How: Review the included status report formats and select the one that seems most appropriate for your needs, or create your own hybrid.  Pay attention to the type and level of detail the report suggests.  Sometimes communication with management can be of low quality because too MUCH information is provided, and busy executives can't determine what actions they need to take to help the project.
Contents of the file:

1. Project Status Report - Major Task Completion  Presents status for a phase of a project, with emphasis on reporting completion status of major tasks
2. One-page Project Status - Work-plan Measure  Presents status for a phase of a project, with emphasis on reporting completion metrics on various items
3. Multiple-Project Status Summary   Provides overview of current phase and planned completion date of a set of projects being updated
4. Project Status Presentation  Provides several-slide format for summarizing project status in a management meeting
 (1) Project Status Report - Major Task Completion  

Contents:  Presents status for a phase of a project, with emphasis on reporting completion status of major tasks.  

Variations:   a) This format can be used to give status on current phase or you can expand it to include all major phases.   b) You can reduce the level of detail in each phase and report on a smaller number of major milestones.  c) Some people prefer to leave out "percent complete".

Bottom line:   This status report is a good summary for a team and functional managers.  By providing planned and actual start and end dates for the various tasks/milestones, it lets you see at a glance whether the project is on schedule.  It is not a complete picture for reporting to executives, because it does not provide highly targeted information on issues they need to understand where to focus their attention to assist the project.   At most the Status or Comments column could be used to convey some of that information.

Project Name: ___ Biz1 Data Warehouse  ________________  Status Date: __________________

	PROJECT STATUS
	Planned Start Date
	Actual Start Date
	Planned Complete Date
	Actual Complete Date
	Percent complete
	Status or Comments

	Business Analysis
	
	
	
	
	
	

	Review  current capabilities
	
	
	
	
	
	

	Develop requirements
	
	
	
	
	
	

	Refine requirements
	
	
	
	
	
	

	Develop Deliverable
	
	
	
	
	
	

	Source Data Analysis
	
	
	
	
	
	

	Develop Data Model
	
	
	
	
	
	

	Develop Data Transformations
	
	
	
	
	
	

	Data Conversion Analysis
	
	
	
	
	
	

	Legacy system review
	
	
	
	
	
	

	Develop conversion requirements
	
	
	
	
	
	

	Data conversion cost-benefit 
	
	
	
	
	
	

	Technology Analysis
	
	
	
	
	
	

	Software acquisition
	
	
	
	
	
	

	Develop infrastructure
	
	
	
	
	
	

	Transformation test
	
	
	
	
	
	

	Develop prototype
	
	
	
	
	
	

	
	
	
	
	
	
	


(2) Project Status Report - Work-Plan Measure  

Contents:    Presents status for a phase of a project, with emphasis on reporting completion metrics on various items.

Bottom line:   This status report is a good companion to the status report on the previous page, for a team to keep visible the work that is getting done and what is left.   The dates on report (1) give the time view of the project tasks.   This one (2) provides a very objective measure of the work associated with all those tasks and how much of that work has been completed.   The example below is from an IT data warehouse development project.  Substitute the work items/ metrics that fit your projects and make sense to keep visible in this way.    Other examples where this could be useful include testing phases of projects, where test cases are being written and executed; writing/publications projects; web projects where many elements of graphics, page designs, page contents, etc must be created.  

Project Name: ___ Biz1 Data Warehouse  ________________  Status Date: __________________

	PROJECT STATUS
	Selected Measures
	Totals
	Planned
	Actual
	In progress
	Not started
	Status or Comments

	Business Analysis
	
	33
	19
	19
	0
	12
	

	Review  current capabilities
	No. Interviews completed
	21
	9
	9
	0
	12
	Considered complete at 9 instead of 21

	Develop requirements
	No. subject areas complete
	8
	8
	8
	0
	0
	

	Refine requirements
	No. interviews completed
	4
	2
	2
	0
	0
	

	
	
	
	
	
	
	
	

	Source Data Analysis
	
	26
	15
	8
	1
	6
	

	Develop Data Model
	No. interviews
	20
	9
	8
	1
	0
	

	Develop Data Transformations
	No. of source systems
	6
	6
	0
	0
	6
	

	Data Conversion Analysis
	
	10
	6
	6
	0
	0
	

	Legacy system review
	No. interviews
	6
	6
	6
	0
	0
	

	Map legacy to source
	No. JAD sessions
	4
	0
	0
	0
	0
	

	Data conversion cost-benefit 
	Final report
	1
	0
	0
	0
	0
	

	Technology Analysis
	
	15
	8
	4
	4
	0
	

	Technology Requirements
	No. of work sessions
	11
	4
	0
	4
	0
	

	Prototype
	No. of scenarios
	4
	4
	4
	0
	0
	

	
	
	
	
	
	
	
	


(3) Multiple-Project Status Summary
Contents:   Provides one page summary of current set of projects.  

Variations:  You can add various columns to provide whatever info you want to convey. 

Bottom line:   This status report is a good summary for functional managers to see the landscape of projects their people are being assigned to; and good for executives to understand where resources are being deployed and how those efforts are going.  The delta columns at right point out quickly which projects are changing or slipping.  The "resets" column indicates projects that had such radical change or issues that they were considered "restarted".  

Portfolio Name:  ___Commercial Drug Division 1____      Status Date: __________________

	Project Priority
	PROJECT NAME
	Category
	Resets
	Phase
	FCS Date (First Customer Ship)
	Delta since Last Month
	Delta since July 02

	1
	Drug2 formulation
	Process
	
	3
	6/30/03
	
	

	2
	Info system
	IT
	
	4
	8/14/03
	1 week
	

	3
	Pilot line Construction
	Construction
	1
	3
	2/02/04
	
	3 months

	4
	Process2 development
	Process
	
	3
	8/01/03
	
	

	5
	Process3 development
	Process
	1
	2
	3/03/04
	
	

	6
	Mfg capacity ramp Drug1
	Capacity
	
	4
	5/5/03
	3 weeks
	

	7
	Etc.
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	


(4) Project Status Presentation

Contents:   Provides guidance for content to put in several presentation "slides" , for summarizing project status in a management meeting 

Bottom line: This status report emphasizes quickly summarizing the state of the project for management.   It can be used for a monthly project review meeting with management, and each project can use this format.    

Key:  This report helps a project manager emphasize to executives whether the project is on plan, and what the execs need to do to help (if anything).  Why is this important?  Some reports to management provide way too much detail about "all the work being done" as opposed to 1) a ruthlessly objective statement of how it's doing relative to plan and 2) the actions management can take to  help resolve any issues. 

First slide:  Project Overview

· Project Name:

· Project Manager:

· Product Manager or Business Team member 

· Brief description of project objective:

· Projected completion date:

· Current lifecycle phase project is in:

Second slide:  Milestone Status

· Key accomplishments since last report
· High level project milestones: planned and actual or projected completion dates

· Vision status: Has the Project Vision (major project objectives) changed?  Summarize the changes

· Status summary statement:   Red/yellow/green to indicate seriousness of issues.  Qualitative statement of state:  Is the project on track? struggling but team has action plans to address?  In dire need of management assistance to recover?  

Third Slide: Issues Detail (report issues in this format):
· Issue 1:   

· Impact:

· Action being taken by team:

· Action requested that management take (if any):

