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GENERIC PROJECT/ACTIVITY STATUS REPORT FORMAT

Project/Activity Name

1.
Background:  This section will include information on the project business model and the business returns expected after the successful delivery of the project.  It may also be used to describe any important historical changes in the project scope or assumptions that have affected the achievement of objectives and that need to be highlighted to stakeholders.

2.
Variations to Agreed Business Models, Scope, and/or Technical Strategy:  This section to be completed as necessary.
3.
Project/Activity Status:  This section will briefly cover two main points

(a)
An update on whether or not the project/activity is on-time, set against a time-line for the entire project;

(b)
An update on whether or not the project/activity is within budget, including percentage figures for current expenditure. 

In the case of any deviations from the baseline project/activity plan a brief explanation will be given, this will include information on any anticipated budget under or overruns.

4.
Summary of Progress Since the Last Review:  This section will include a list of the key tasks that have been completed since the last review and those that are in progress with an indication on whether or not they are on schedule.

5.
Project/Activity Milestones/Deliverables Planned and Achieved:  This section will contain information on progress in the delivery of the specific milestones and deliverables planned for the time-period under review.  It should be noted that the Secretariat differentiates between milestones and tasks in its planning.

6.
Project/Activity Milestones/Deliverables for the Next Reporting Period:  This section will briefly describe the planned milestones and deliverables scheduled for the following four‑month reporting period and will note any changes or deviations from the original project plan.

7.
Key Issues and Action(s) Taken or Recommended:  This section will describe any major issues that are affecting the project/activity completion or achievement of objectives along with any corrective action that has been taken or is recommended.  Information will also be provided on the impact of this action on critical linkages or dependencies with other IT projects or activities and any changes to the technical specifications approved in the original or revised project plan.

8.
Customer Feedback:  This section will report on contacts, if any, with customers, including reports on beta testing, work shops and target groups.
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