Team Member Status Report Instructions

Purpose:

The purpose of the Team Member Status Report is to provide a source of project information for the Project Manager. It provides the project manager with the capability to assess project performance while clearly communicating any accomplishments that took place during the reporting period. It is a look-ahead of tasks that are scheduled to be completed during the next reporting period and provides a forum to track and resolve any issues and concerns that could impact project success. The Project Status Report provides enough information for management to compare progress against the baseline plan.

Timing:

The Team Member Status Report is produced individually by each team member and is submitted on a weekly basis to the Project Manager. If an individual is working on more than one project at a time, all of the status information is recorded on one report, and forwarded to all of the appropriate Project Managers.

Format:

See Individual Status Report Form

Fields:

Name: Team Member Name

Date: Date the status report was prepared, submitted, or the period ending date.

Project Name: Enter the name of each project.

Project Manager: Enter the name of the manager responsible for the project. The report would be forwarded to this manager(s).

Key Tasks Accomplished: Key tasks and expected deliverables accomplished during the reporting period. These should not include regularly scheduled meetings.

Key Tasks Delayed: Key tasks that were not completed as scheduled.

Key Tasks Planned for Next Week: List those key tasks that are to be accomplished during the next reporting period.

Upcoming Planned Absences: Approved absences from work such vacation, sick, meetings, holidays.

Items for Management Attention/Issues/Risks: These are “red flags” for the Project Manager. Some of these may become risks or issues for the project.

Name: 

Date:

Project 1:

Project Name:

Project Manager:

Key Tasks Accomplished:

Key Tasks Delayed:

Key Tasks Planned for Next Week:

Upcoming Planned Absences:

Items for Management Attention/Issues/Risks:


Project 2:

Project Name:

Project Manager:

Key Tasks Accomplished:

Key Tasks Delayed:

Key Tasks Planned for Next Week:

Upcoming Planned Absences:

Items for Management Attention/Issues/Risks:
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