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[Project ID] – Project Name

Status Report



From:
[Project Manager]

To:
[Business Owner]

cc.
[Relevant Parties


Project:
[Project Code]

Name:
[Project Name]

Week Ending:
[Status Period Starting]

Week Starting:
[Status Period Ending]
Project Details:


Budget:  
$[project budget]

Current Spend:
$[project actual spend]

% Complete:
[Project % Complete] %

Start Date: 
[Project Start Date]

Exp Date: 
[Estimated Project Completion Date]
Overview
[Project Status Overview.  Write a brief overview the business owner needs to read to get a good understanding of the status of the project
Actions Next Week
[Resource 1]
· [Action / Task Name].  [Complete by Date]
· …..
[Resource 2]

Actions Completed this Week
[Resource 1]

· [Action / Task Name].  [Completed by Dated]

[Resource 2]
Issues

· [List all Current Issues, and possibly how they could be solved.  Also highlight why you are raising this as an issue]
Template








