Executive Project Status Report

<<Project Name>>



<<Network Name>>

Template instructions: All text in italics is instructional and will help you to complete the template.  It should be removed from your document.  Text in double angle brackets (<<) should be replaced.

An executive project status report is used to keep the Project Sponsor, Steering Committee (if applicable) and funders (if applicable) informed about the project.  It is usually circulated and reviewed on a bi-weekly or monthly basis.
The information contained in the executive project status report may appear to be very similar to that of the project status report (for the project team), but the intent is different.  The executive project status report should indicate high-level details only, and it should focus on details that will may require input or approval from those who are reading it.

The project manager will need to speak with members of the project team to get the information needed to complete the report.  The report should be concise and accurate, so that team members can use it as a guide for the next week of work.
<<Project Name>>
Executive Project Status Report for the Period Ending <<MMM DD, YYYY>>
Last Updated: <<DATE, TIME>>
Overall Project Health
A visual indication of the project manager’s assessment of how well the project is doing.

Factors to consider when determining the health of a project include if the project is on, over or under budget, if activities are being completed by the scheduled dates and within the expected amount of effort, if risks or changes are impacting the project and how well the products or services are matching the approved scope for the project.

While you don’t want to cause unnecessary alarm, if you are concerned that a project is at risk of failing, you should indicate this so that the Project Sponsor and others can assist.
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At Risk
Challenged
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Project Manager’s Summary

A brief outline of the current status of the project.  The focus should be on updates and new information since the last report. 
Example:  
The Project Charter has been reviewed and approved.
Research into related curriculums has been completed and a summary document is being created.

To date the project is on time and under budget.

Project Performance

A table summarizing 1) the total amount of time and money budgeted (from the Project Charter), 2) actual amounts spent to date, and 3) expected amount remaining for each phase of the project.
You should indicate in the “Over / Under” column how much your project is currently over or under budget by subtracting the “Actual Amount to Date” and “Expected Amount Remaining” amount from the “Original Estimate” amount for each phase.
	Phase
	Original Estimate (A)
	Actual Amount to Date 
(B)
	Expected Amount Remaining 
(C)
	Over / Under 
(A-B-C)

	
	Hours
	Amount
	Hours
	Amount
	Hours
	Amount
	Amount

	Propose
	<<#>>
	<$##,###>
	<<#>>
	<$##,###>
	<<#>>
	<$##,###>
	<$##,###>

	Plan
	
	
	
	
	
	
	

	Create
	
	
	
	
	
	
	

	Deliver
	
	
	
	
	
	
	

	Close
	
	
	
	
	
	
	


Key Current and Upcoming Activities

A list summarizing major activities (e.g., “Writing curriculum”) that are currently being worked on by the project team or which will be worked on in the near future (i.e., the next month).  Any activities that require the involvement of the Project Sponsor and Steering or Advisory Committees (if applicable) should also be listed (e.g., “Approve Project Charter).
For each activity, the role (primarily responsible for completing the activity e.g., “Project team”, “Steering Committee”) should be identified and any important notes about completing the activity (e.g., other activities which must be completed before the activity can begin) should be listed.
	Activity
	Responsible
	Comments

	Brief description of activity (2-5 words)
	Person responsible for completing activity
	Important things to note about the issue, if applicable

	
	
	

	
	
	

	
	
	

	
	
	


Deliverables and Milestones

A table outlining the major product deliverables (e.g., a curriculum) or project management deliverables (e.g., a Project Charter), the date it was originally planned to be completed (from the Project Charter) and the current date that it is expected to be completed.
The deliverables should be listed chronologically based on their originally planned date of completion.  For any deliverables which are expected to be completed later than the originally planned date, you should indicate the reason(s) in the “Notes” column.
	Deliverable 
	Planned Date
	Expected Date
	Status
	Notes

	Brief description of deliverable (2-5 words)
	Date from Project Charter
	Date from current schedule
	Complete, Delayed or Not Started
	Brief explanation of reason for delay if expected date is later than planned date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Issues List

A summary of the issues from the issues tracking log,  focusing on any major issues that need to be resolved and/or which require involvement from the Project Sponsor, Steering Committee or Advisory Committee.

If any issues have been resolved since the last report, you should put them at the bottom of the list and indicate that they are resolved (e.g., by graying them out) so the readers of the report can see the progress that has been made.
	#
	Short Description
	Notes / Status
	Date Opened
	Priority
	Owner
	Target Date
	Date Closed

	<#>
	Brief description of issue (2-5 words)
	Brief description of where the issue is at (open, closed or deferred) and any work that is done or which needs to be done to resolve it
	Date on which the issue was first raised
	High, medium or low (based on the impact on scope, budget and schedule)
	The person or group responsible for making sure the issue is resolved
	The date by which the issue should be resolved to minimize its impact on the project
	The date on which the issue was resolved

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Risks

A summary of the risks from the risk log, focusing on a) risks that have occurred and b) any major risks that still need to be avoided.  You should list all of the relevant risks for the project, so that the Project Sponsor, Steering Committee or Advisory Committee are aware of them and can help you to avoid them.

If any risks have occurred since the last report, you should put these at the top of the list and indicate that they have occurred (e.g., by putting them in bold) so the readers of the report will focus on them first.
	#
	Risk and Warning Signs
	Impact Summary
	Risk Response
	Status
	Owner

	<#>
	Brief description of risk (2-5 words) and key indicators that the risk will occur, is occurring or has already occurred
	Outline of how the risk could impact the project if it is not avoided (<25 words)
	Outline of the steps that are planned and/or which have been taken to avoid the risk, as well as the planned steps or minimizing the impact of a risk that can’t be avoided
	Possible, Likely, Has Occurred

	The person or group responsible for watching for signs that the risk is going to occur

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Change Requests

A summary of any formal change requests that have been done for the project, including significant changes to the scope, schedule or budget.  This information will be pulled from the Change Request documents you’ve created for the project.

The main reason for listing change requests in this report is to remind the Project Sponsor, Steering Committee (if applicable) and funders (if applicable) of any change requests which are awaiting their approval or which require further discussion.
	#
	Change Request
	Summary
	Priority
	Target Date
	Status

	<#>
	Brief description of change request (2-5 words)
	Brief description of the nature of the change and its impact on the project’s scope, budget and schedule
	High, medium or low (based on the change’s impact on the rest of the project)
	The date by which the change should be completed to minimize its impact on the project
	Requested, approved, denied or deferred
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