Project status report
A project status report acts as a factual record of how the project is progressing and is a means of taking corrective action when necessary. The fundamental information you need to produce your report is based on your project plan.	Comment by Simmonds Helen: Insert template

The principle questions that a project status report might help to address are:
· Which activities are behind schedule?
· If activities are behind, what affect will this have on the project completion date?
· Why are the activities delayed?
· What steps have been, or will be needed to correct the situation?
You can then use a Gantt chart summary to:
· Compare actual results against planned results
· Revise time estimates as required
· Emphasise any critical elements
· Produce options for corrective action
Your actual project status report should include the following items:
· Executive report
· Explanation of the programme
· Estimated completion dates
· Status of critical items
· Project summary
· Bar chart summary and brief explanation of project status
· Milestone report
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Insert name of project here
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		Summary of progress and key achievements against project deliverables
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		Decisions or changes to note  
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		Next steps – what are the plans for next month? 
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		Risks or issues to be discussed with the work stream and/or escalation 
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