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1. Executive Summary 

Provide a brief overview of the project's current status, highlighting key accomplishments, any 
significant issues, and overall project health. 

 

2. Project Overview 

Provide a brief recap of the project's objectives, scope, and key milestones. 

 

3. Completed Tasks 

List the tasks and milestones that have been completed during the reporting period. Include 
details such as the completion date and any relevant notes. 

Task/Milestone Completion Date Notes 

   

   

   

 

 

4. Ongoing Tasks 



Detail the tasks and activities that are currently in progress. Include any challenges or issues 
being faced and the expected completion date. 

Task Name Status Expected Completion Challenges/Notes 

    

    

    

 

 

5. Scheduled Tasks 

Outline the tasks and milestones that are scheduled to start during the next reporting period. 
Include their expected start and end dates, and any prerequisites or dependencies. 

Task Name Start Date End Date Dependencies/Notes 

    

    

    

 

 

6. Risks and Issues 

Identify any risks or issues that have emerged during the reporting period. Provide details on the 
potential impact, and any mitigation strategies being implemented. 

Risk/Issue Impact Mitigation Strategy Status 

    

    

    

 

 

7. Budget Status 

Provide a summary of the project's budget status, including expenditures to date and any 
variances from the planned budget. 

Budget Item Budgeted Amount Actual Amount Spent Variance 

    

    

    

 

 

8. Next Steps and Action Items 



List the actions and decisions needed to move the project forward. Include deadlines and the 
responsible parties. 

Action Item Responsible Due Date Notes 

    

    

    

 

 

9. Summary 

Provide a brief summary of the key points covered in the report, including the overall status of 
the project and any critical decisions or actions needed. 

 

Attachments: 

Include any supporting documents, charts, or graphs as needed. 

 


