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(Insert Your Company Name and Logo Here)

______________________________________________________________________________

Project Name

Project Status Report
______________________________________________________________________________

Prepared By: xxxxxxxxx

Date of Publication: mm/dd/yyyy
___________________________________________________________________________________________

Revision History

	Version
	Date
	Author(s)
	Revision Notes
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Copyright and Intellectual Property Statement
 This template is the intellectual property of TenStep, Inc. It may be used and modified within the terms and conditions of your TenStep, Inc. license agreement (Member, Browse, Consultant, etc.) Unauthorized use, sale, resale, copying, etc. are strictly forbidden by USA and international copyright law. (Remove this comment section from final document.)
Project Managers should communicate regularly to stakeholders, informing them of the current status of the project and managing future expectations. If these key people are not kept well informed of the project progress, there is a greater likelihood of problems stemming from differing levels of expectations. In fact, in many cases where conflicts arise, it is not because of the actual problem, but because a customer or stakeholder was surprised. The status report, along with status meetings and other proactive communication, should ensure that there are no surprises. (Remove this comment section from final document.)

Project Manager:



Project Description:
	Yes
	No
	Overall Status – At a Glance

	
	
	Will the Project be Completed on Time?

	
	
	Will the Project Complete Within Budget?

	
	
	Will the Project Deliverables Be Completed Within Acceptable Quality Levels?

	
	
	  Are Scope Change Requests Being Managed Successfully?

	
	
	Are Project Issues Being Addressed Successfully?

	
	
	Are Project Risks Being Successfully Mitigated?

	
	
	Are All Customer Concerns Being Addressed Successfully?

	Explanation of Items Above Checked ‘No’:
  



	Significant Accomplishments This Period:


	Planned Accomplishments Next Period:  



	Additional Comments or Highlights Not Reflected Above:



Attachments: Any other relevant information can be included as an attachment to this document. Examples include:

· Budget and Effort Hours Summary

· Earned Value 

· Issue Log

· Scope Change Log

· Project Workplan

· Project Metrics / Statistics

· Additional Company Reporting Requirements

(Remove this comment section from final document.)
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