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Purpose

To provide details of the current status of a project and indicate whether the project has progressed as expected in the project initiation document.   To provide for the project risks and issues updates.  To indicate the next periods plan.

Period:



From:


To:

Previous Period

(Insert details of any outstanding items raised at the last meeting that were followed up during the previous period)

This Period

Project status verses project plan:

(Insert details of whether project is progressing as planned and if not indicate why)

Project deliverables completed (plan verses actual):

(Insert details of deliverable planned to completed in the period and if not completed as planned indicate the reasons)

Quality of deliverables:

(Insert details of quality plan for deliverables to be completed in the period)

Project Budget (plan verses actual):

(Insert details of planned and actual budget and explain if there are any differences)

Financials

Project costs:

(Insert details of whether project is progressing as planned and if not indicate why)

Project Resources:

(Insert details of whether project is progressing as planned and if not indicate why)

Actual or Potential Problems and Impacts

Project Risks update:
(Insert details of the Risk, indicate if any are likely to impact the in the next period or prevent the successful completion of the project)

Project Issues update:
(Insert details of the Issues and indicate the impact these may have on the next period or prevent the successful completion of the project)

Project deviations and or changes:

(Insert details of the deviations and changes that have been made in the period or will be required and indicate the impact this will have on the project, especially the project budget)

Planned Next Period

Deliverables to be completed:
(Insert details of deliverables that are planned to be completed)

Work Planned:

(Insert details of planned work to complete the deliverables planned)
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