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Status Report Template

What is Status Report Template?
A Status Report Template is a document or spreadsheet that provides a structured framework
for tracking and reporting the progress of a project, initiative, or task. Its purpose is to help
users quickly and easily gather information about the status of their work, making it easier to
manage and communicate with stakeholders.

A typical Status Report Template may include sections such as:

Project Overview: A brief summary of the project's goals, objectives, and scope.1.
Current Status: An update on the current state of the project, including any changes or2.
issues that have arisen.
Progress Against Objectives: A breakdown of how much progress has been made3.
toward achieving specific objectives or milestones.
Upcoming Tasks: A list of tasks to be completed in the near future, along with4.
deadlines and responsible individuals.
Issues and Risks: A log of any issues or risks that have been identified, including5.
potential impact, likelihood, and mitigation strategies.
Actions Taken: A record of actions taken or planned to address issues or risks.6.
Key Performance Indicators (KPIs): Metrics used to measure the project's7.
performance, such as time, cost, quality, or scope.
Next Steps: Recommendations for what should be done next to move the project8.
forward.

The Status Report Template can be customized to fit the specific needs of a project or
organization. Some common formats include:

Table format: A table with columns for each section, making it easy to scan and review.1.
Chart format: A visual representation using charts, graphs, or Gantt diagrams to2.
illustrate progress and timelines.
Word document format: A written report that provides a detailed narrative of the3.
project's status.

By using a Status Report Template, users can:

Improve communication with stakeholders1.
Enhance project visibility and transparency2.
Identify potential issues early on3.
Make data-driven decisions to adjust project plans4.
Reduce project risks and uncertainties5.

Overall, a well-designed Status Report Template helps project managers and teams stay
organized, focused, and informed about the progress of their work.
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Status Report
Project Information

Project Name:
Project Manager:
Report Date:
Reporting Period:

Executive Summary
Overall Status: (Green, Yellow, Red)
Accomplishments:

Accomplishment 1
Accomplishment 2

Challenges:
Challenge 1
Challenge 2

Next Steps:
Next Step 1
Next Step 2

Milestones
Upcoming Milestone:

Description, Due Date, Status
Completed Milestone:

Description, Completion Date

Budget
Total Budget:
Budget Spent:
Budget Remaining:

Risks and Issues
Risk/Issue 1:

Description, Impact, Mitigation Plan
Risk/Issue 2:

Description, Impact, Mitigation Plan

Deliverables
Deliverable 1:

Description, Due Date, Status
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Deliverable 2:
Description, Due Date, Status

Dependencies
Dependency 1:

Description, Impact on Project
Dependency 2:

Description, Impact on Project

Resource Allocation
Resource 1:

Role, Task, Allocation %
Resource 2:

Role, Task, Allocation %

Approval
Prepared by:
Reviewed by:
Approved by:
Date:

 Export as PDF

Related:

Project management

External links:

Free Project Status Templates | Smartsheet —smartsheet.com
Download free project status templates and dashboards, and find tips on how to
write a successful project status report.

Free Project Status Report Template - ProjectManager —projectmanager.com
Download this FREE status report template for easy project reporting that keeps
stakeholders informed about project plans and progress.
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