New York State Department of Health

Project Management Office


STATUS REPORT
	Purpose:

	The Project Status Report provides a brief snapshot of the project’s progress, accomplishments, next steps, and any outstanding issues or actions. In later phases, this report will log any accepted changes to the project scope. Project Status Reports are project deliverables. The schedule for status reporting is defined in the Communications Plan and is not tied to a specific phase or task.


	Audience:

	Project Sponsor, Project Director, Management, and designated key stakeholders identified in the Communications Plan.




	Phases where to use this template:

	Phase
	Created/Elaborated?
	S
	M
	L

	Initiation
	Continuously reported throughout the Initiation Phase
	
	
	

	Planning
	Continuously reported throughout the Planning Phase
	
	
	

	Execution and Control
	Continuously reported throughout the Execution and Control Phase
	
	
	


Note: Please remove this Introduction page and all blue instruction text listed above and below before submitting.

PROJECT STATUS REPORT

	PROJECT IDENTIFICATION

	

	Project Name:
	

	Customer Sponsor:
	

	Project Director:
	

	Project Manager:
	

	Report Date:
	


	PMO DASHBOARD REPORT

	Indicator

Status
	Indicator

Area
	Critical Issue Description, Corrective Action Taken, or Intervention Requested (must be completed for Red/Yellow status)

	Green
	Overall
	

	Green
	Schedule
	

	Green
	Resource
	

	Green
	Issues
	


	PROJECT OVERVIEW

	


	MAJOR ACCOMPLISHMENTS FOR THIS REPORTING PERIOD
(UP TO FIVE)

	


	MAJOR DELIVERABLE/EVENTS PLANNED FOR THE NEXT REPORTING PERIOD
(UP TO FIVE)

	


	MONTHLY PROJECT STATUS DASHBOARD REPORT COMMENT

	


	KEY MILESTONES / PHASES
List 5 – 10 Major Events / Deliverables
	Original

Planned

Completion Date
	Estimated

or Actual

Completion Date
	Status

Not Started

In Process

Off Schedule

Complete

	 Project Start
	 
	 
	 

	 
	 
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	

	Project End
	
	
	


	OPEN ISSUES

	Item #
	Date
	Issue
	Action to be Taken
	Action Date
	Assigned To

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	CLOSED ISSUES FROM LAST REPORTING PERIOD

	Item #
	Date
	Issue & Resolution
	Resolved By

	
	
	
	

	
	
	
	

	
	
	
	


	ACTIVITIES/TASKS PAST DUE

	Activity
	Original Due Date
	Estimated Delivery Date

	
	
	

	
	
	

	
	
	


	DELIVERABLE ACCEPTANCE LOG

	Deliverable Name
	Status
	Delivery Date
	Response Date
	Accept/Reject?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	ACTION ITEMS

	Action item
	Due Date
	Actual Date
	Status
	Person Responsible

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PROJECT SCOPE CHANGES

	Change
	Date Accepted

	
	

	
	

	
	


	ADDITIONAL COMMENTS (OPTIONAL)

	


	Risks (Optional) Enter risks that require resolution or attention from the Risk Management Worksheet. 

	
	Risks


	Date Identified
	Probability

	Impact


	Risk Management Plan

	Risk Owner
	Status

	
	(list potential risks)
	
	
	(High, Medium or Low)
	(describe mitigation action)
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