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	Project Name
	
	Project Manager
	

	Project Sponsor
	
	Date sent
	Click or tap to enter a date.

	Focus Area
	Evaluation of current performance
	Planned action 

	Overview 
Brief outline of what’s happened since the last report, how the project is performing, success stories, issues and concerns.
	
	

	Milestones
Checkpoints that indicate progress.
	Achieved:
· 
Upcoming:
· 

	

	Key Performance Indicators (KPIs)
Agreed metrics used to measure project performance.
	Scope – what work has been completed this reporting cycle? Any approved changes?
· 
Time – is the project on schedule? What has caused delays?
· 
Budget – is the project on budget? What has caused overruns? 
· 
Quality – are the products likely to be fit-for-purpose? What has caused defects? 
· 

	

	Risks and Opportunities
Events that might happen and may have a negative or positive impact.
	Update on key risks, any adjustment to their rating, status of treatment:
· 
New risks, their potential impact, and treatment strategies:
· 

	

	Issues
Events that have happened and present problems or challenges to be solved.
	Update on existing issues, actions taken to date, and their status (open or closed):
· 
New issues and actions taken to address them:
· 

	

	Change Requests
New or changed deliverables requested since the approval of the project plan.
	Previously raised change requests and their status (approved, pending, or denied):
· 
New (unapproved) change requests with project manager’s recommendation:
· 

	

	Stakeholders 
Update on key stakeholders and their engagement with the project.
	Feedback from key stakeholders (insights, ideas, suggestions, concerns):
· 
Upcoming meetings, communications and engagement activities:
· 

	

	Supporting Documents
Relevant documents to accompany this report
	
	



	General comments (optional)

	



	Record of Authorisation 

	Name
	Title & Organisation
	Date
	Signature (or other indication of approval)

	
	
	Click or tap to enter a date.	



In the interest of supporting ‘good work, done well’, Elemental Projects offers this and other project management templates, free of charge, for people with projects – visit www.elementalprojects.com.au. Users may adapt, use, reproduce, and share our templates on the condition that they are not on sold. Elemental Projects accepts no liability for projects managed using these templates. Copyright © Elemental Projects (Australia) Pty Ltd.
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