[Project name]: status report
Replace everything in [brackets] and delete the gray notes before you send. Keep it to one or two pages.
	Status as of
	[Date, e.g. Nov 6, 2026]

	Reporting period
	[Weekly / every two weeks / monthly: Oct 31 to Nov 6, 2026]

	Prepared by
	[Your name and role]

	Prepared for
	[Sponsor, steering group or team]

	Overall status
	[Green / Amber / Red]: [one line: why this color, and what would change it]


Summary
[Two or three sentences: what changed since the last report, and what the reader needs to know or do. Lead with the ask if there is one.]
Milestones and tasks
	Milestone or task
	Owner
	Baseline finish
	Forecast finish
	Slip (days)
	Status

	[e.g. Design review]
	
	
	
	
	[G / A / R]

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Slip (days) = forecast finish minus baseline finish, in calendar days. Positive means later than baseline. Keep the baseline fixed and update the forecast each report.
Risks and issues
	Risk or issue
	Impact
	Owner
	Action and date

	[What could go wrong, or has]
	
	
	[What's being done, by when]

	
	
	
	

	
	
	
	


Decisions needed
	Decision
	Needed from
	Needed by

	[The question, and your recommendation]
	
	

	
	
	


Next steps
	Action
	Owner
	Due

	[Including the date of the next report]
	
	

	
	
	

	
	
	


Status key
	Green
	On track: the forecast finish is on or before the baseline finish, or within the tolerance you agreed. No help needed.

	Amber
	At risk: the forecast is later than baseline but recoverable, or the owner can't confirm a date yet. Watch it and say what's being done.

	Red
	Off track: a committed milestone or launch date will be missed without a decision, more people or a change in scope.

	Done
	Finished. Put the actual finish date in the Forecast finish column.


Agree the thresholds (for example, Amber after 3 working days of slip, Red after 10) with your sponsor before the first report, and use the same ones every time.




