Status Report


	Project: <Name>

	Reporting Period Ending: <DD-MMM-YYYY >

	Distribution:
	<List all the recipients of the Project Status Report>

	Prepared By;
	<Insert Preparer’s name here>


	Key Tasks Due This Reporting Period

	Description
	Due Date
	Status

	<Describe the task>
	<Insert date>
	<Not started/
In Progress/
Completed >

	
	
	

	
	
	

	
	
	


	Key Tasks Due Next Reporting Period

	Description
	Due Date
	Status

	<Describe the task>
	<Insert date>
	<Not started/
In Progress/
Completed >

	
	
	

	
	
	

	
	
	


	Comments

	<Enter additional comments here>

	<Enter additional comments here>

	<Enter additional comments here>

	<Enter additional comments here>


<Additional Instructions: 

· Remember that the text in blue is the commentary/explanation. Please, do not forget to delete all blue text before finalizing the document

· Recommended file naming convention: YYYY-MM-DD- Status-Report-Project-Name.doc>
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