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INstructions
Status reports should be filled out in enough detail and with sufficient context so that individuals with only a marginal understanding of the operations of the project will be able to read the report in a stand-alone manner and comprehend the status of the project. The following instructions address status report sections and highlight what should be done to complete the status report correctly.
[bookmark: _Toc107198557][bookmark: _Toc157918033]Status Categories
[bookmark: OLE_LINK7][bookmark: OLE_LINK8]Throughout the status report where either an Executive Milestone (EM) or a Project Milestone (PM) is identified, a column for “Status” is provided. The following responses are suggested for use in these columns: defined, planned, active, late and complete. The following guidance is provided to determine when to use each status category:
· Defined: “Defined” indicates that the milestone has been identified and defined, but planning for the completion of the milestone has not been completed (e.g., you generally would not have finalized a completion date). This option is typically used during the initiation and early planning phase of a project, project phase, or significant iteration.
· Planned: “Planned” indicates that activities to achieve the milestone have been appropriately planned for, and a baseline completion date has been established. Milestones indicated as being “Planned” should have a very high degree of confidence indicated, and in general few activities directed at achieving the milestone should be underway. This option is typically used during the planning phase of a project, project phase, or significant iteration.
· Active: “Active” indicates planning for the milestone is complete, a baseline completion date has been established, and the activities directed at achieving the milestone have been initiated. This option is typically used during the execution phase of a project, project phase, or significant iteration, although a milestone may become active in the later portion of planning phase.
· Late: “Late” indicates that activities associated with the milestone have exceeded the baseline completion date. This option should only be used when the date actually exceeds the baseline completion date. The “Late” option is typically used during the execution phase of a project, project phase, or significant iteration.
· Complete: “Complete” indicates that all activities associated with the milestone have been completed. The “Complete” option is typically used during the execution phase of a project, project phase, or significant iteration. 

[bookmark: _Toc157918034]Red, Yellow, Green Guidance
The following guidance for use of red, yellow, and green indicators for schedule, budget, and issues should be adjusted to reflect the unique quantifiable measurements used by each project to meet the specific needs of that project.
	Red
	Overall things are getting out of control. The project may have a number of high-impact risks and/or issues that are impacting performance. The project is behind schedule and, if a recovery plan does exist, the plan is risky.

	Yellow
	Overall things are under control. However, the project may contain a few high-impact risks and/or issues. The project may be behind schedule with plans for recovery that are reasonable.

	Green
	Overall things are on target, including schedule, budget, and milestones. The project risks and issues have been identified and are under control. Impact of risk and issues is minimal.



[bookmark: _Toc107198558][bookmark: _Toc107198559][bookmark: _Toc95023611][bookmark: _Toc95033007][bookmark: _Toc95033138][bookmark: _Toc94000113][bookmark: _Toc94000451][bookmark: _Toc94000536][bookmark: _Toc94000784][bookmark: _Toc94000896][bookmark: _Toc107198561][bookmark: _Toc157918035][bookmark: _Toc107198562]Executive Milestone Overview
Executive milestones (EMs) represent significant accomplishments or events in the project scope, such as completion of a major deliverable (e.g., product releases, user acceptance). EMs usually represent decision points for executives or key stakeholders. Projects should not typically have more than three to five EMs. For example, three milestones could be: (1) system design requirements documentation (2) integrated testing completed and (3) go-live.
· ID: The ID column in this section should always be populated with a unique identifier that might begin with “E” followed by a number (e.g., “E1”). IDs should not be reused as the project progresses, so that there would only be one “E1” for the duration of the project.
· Executive Milestones: This column should be populated with the name of the Executive Milestone (EM).
· Status: This column should be populated with the status of the EM versus the baseline completion date. The responses of defined, planned, active, late and complete are the only valid responses for this column.
· Baseline Completion Date: This column should be populated with the baseline completion date of the EM.
· Expected Completion Date: This column should be populated with the expected completion date of the EM.
· Degree of Confidence: This column should be populated with the degree of confidence the project manager has in meeting the expected completion date.

[bookmark: _Toc157918036]Project Status Summary
· Schedule: Red, Yellow, or Green status of schedule performance against plan.
· Budget: Red, Yellow, or Green status of budget performance against plan.
· Issues: Red, Yellow, or Green status of project issues.

[bookmark: _Toc157918037]Project Milestone Status Review
Project milestones (PMs) represent significant accomplishments or events in the project scope, such as completion of a major deliverable (e.g., product releases, user acceptance). 
· ID: The ID column in this section should always be populated with a unique identifier that might begin with “P” followed by a number (e.g., “P1”). IDs should not be reused as the project progresses, so that there would only be one “P1” for the duration of the project.
· Project Milestones: This column should be populated with the name of the Project Milestone (PM).
· Status: This column should be populated with the status of the PM versus the baseline completion date. The responses of defined, planned, active, late and complete are the only valid responses for this column.
· Baseline Completion Date: This column should be populated with the baseline completion date of the PM.
· Expected Completion Date: This column should be populated with the expected completion date of the PM.

[bookmark: _Toc157918038]integration Milestone Status
Integration Milestones (IMs) are EMs and PMs external to the project that the project is dependent upon, as well the project’s EMs and PMs that other projects are dependent on.
· ID: The ID column in this section should always be populated with a unique identifier that might begin with “I” followed by a number (e.g., “I2”). This ID should not be reused as the project progresses, so that there would only be one “I2” for the duration of the project.
· Integration Milestone(s): This column should be populated with a description of the Integration Milestone (IM).
· Dependent On / Responsible To: This column should be populated with “Dependent ON” if the project completing the status report is dependent on the associated milestone. The Column should be populated with “Responsible TO” if the project completing the status report has a milestone the associated project is reliant on.
· Status: This column should be populated with the status of the IM versus the baseline completion date. As described in section 3.1 of this document, the responses of defined, planned, active, late and complete are the only valid responses for this column.
· Baseline Completion Date: This column should be populated with the baseline completion date of the IM.
· Expected Completion Date: This column should be populated with the expected completion date of the IM.
· Degree of Confidence: This column should be populated with the degree of confidence the project manager has in meeting the expected completion date.

[bookmark: _Toc107198563][bookmark: _Toc157918039]Project Issue Summary
This section should be populated with identified issues associated with the project. Issues may be internal or external to the project. This information may be populated from the project’s issue management log.
· ID: A unique ID number used to identify the issue in the issue tracking log.
· Priority: This column should be populated with the priority of the issue. For example:
· Critical:  Issue will stop project progress if not resolved.
· High:  Issue will likely move the project back in terms of budget or timeline, or will materially affect quality or scope.
· Medium:  Issue will have material effect on project, has potential to be moved to high category and/or requires significant resources to manage.
· Low:  Issue is expected to have a moderate effect on the project, but will require resources to address.
· Issue Description: This column should be populated with a description of the issue.
· Impact Summary: This column should be populated with a description of the impact of the issue.  The impact may be expressed in terms of one or more of the following:  schedule, scope, resources, and space.  The impact description should also include a reference to any milestones impacted.
· Action Steps: This column should be populated with the proposed steps to address the issue.  Examples include, but are not limited to, developing alternatives analysis or submitting a change request.

[bookmark: _Toc107198565][bookmark: _Toc157918040]Project Risk Summary
This section should be populated with identified risks associated with the project. Risks may be internal or external to the project. This information may be populated from the project’s risk management log.
· ID: A unique ID number used to identify the risk in the risk tracking log.
· Risk Impact: This column should be populated with the potential impact of the risk if it did become a project issue.  Valid options include the following: High, Medium, Low. For example:
· High: Risk that has the potential to greatly impact project cost, project schedule or performance.
· Medium: Risk that has the potential to slightly impact project cost, project schedule or performance.
· Low: Risk that has relatively little impact on cost, schedule or performance.
· Probability of Occurrence: This column should be populated with the estimated probability that the risk will at some point become a project issue.
· Risk Description: This column should be populated with a description of the risk.
· Impact Summary: This column should be populated with a description of the potential project impact as a result of the risk.
· Response Strategy: This column should be populated an appropriate response strategy to prevent the risk from becoming an issue.

[bookmark: _Toc157918041]eXECUTIVE ASSISTANCE rEQUEST
· ID: A unique ID number used to identify the request in the request tracking log.
· Request Description: This column should be populated with a description of the request.
· Action Requested: This column should be populated with a description of the action requested by the executive.

[bookmark: _Toc157918042]Project Notes
This is a free text section that should be used to provide general information relevant to the report or to add greater description to a status element.
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EXECUTIVE MILESTONE OVERVIEW:
	ID
	Executive Milestones (minimum three)
	Status
	Baseline
Completion Date
	Expected
Completion Date
	Degree (%) of
Confidence
	Change? (Yes, No, New)

	E1
	[Insert Executive Milestone]
	
	
	
	
	

	E2
	[Insert Executive Milestone]
	
	
	
	
	

	E3
	[Insert Executive Milestone]
	
	
	
	
	



PROJECT STATUS SUMMARY:
	Narrative Summary of Status
	Schedule:
	GREEN
	Budget:
	YELLOW
	Issues:
	RED

	< Add text> 




PROJECT MILESTONE STATUS REVIEW:
	Project Plan ID
	Project Milestones
	Status
	Baseline Completion Date
	Expected Completion Date
	Issues Exist (Yes/No)

	<ID>
	[Insert Project Milestone]
	
	
	
	

	<ID>
	[Insert Project Milestone]
	
	
	
	

	<ID>
	[Insert Project Milestone]
	
	
	
	



PLANNED ACCOMPLISHMENTS SUMMARY:
	Planned accomplishments for the coming two weeks:

	1. < Insert bullet list of key planned activities>



INTEGRATION MILESTONE STATUS REVIEW:
Milestones That Other Projects Are Dependent On:
	ID
	Integration Milestones
	Projects Dependent On Integration Milestone
	Status
	Baseline
Completion Date
	Expected
Completion Date
	Degree (%) of
Confidence
	Change? (Yes, No, New)

	I1
	[Insert Integration Milestone]
	
	
	
	
	
	

	I2
	[Insert Integration Milestone]
	
	
	
	
	
	

	I3
	[Insert Integration Milestone]
	
	
	
	
	
	



Project or Integration Milestones from Other Projects That This Project Is Dependent On:
	ID
	Project
	Integration Milestone
	Expected Completion Date
	Complete
(Y/N)
	Integration Concerns (Y/N)

	I4
	[Insert Other Project’s Project Milestone]
	
	
	
	

	I5
	
	[Insert Other Project’s Integration Milestone]
	
	
	

	I6
	
	
	
	
	



PROJECT ISSUES SUMMARY:
	ID
	Priority
	Issue Description
	Impact Summary (Milestone, Schedule Scope, Resources, Space…) 
	Action Steps

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



PROJECT RISK SUMMARY:
	ID
	Priority
	Probability of Occurrence
	Risk Description
	Impact Summary (Milestone, Schedule Scope, Resources, Space…) 
	Response Strategy

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



EXECUTIVE ASSISTANCE REQUESTS:
	ID
	Description including reference to milestone impacted
	1. Action Requested

	
	
	

	
	
	

	
	
	



PROJECT NOTES:
	< Add text> 
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