


Project Status Form
	Project Name:


	     
	Date:
	     

	Project Manager:


	     
	Status as of:
	     

	Projects Baseline Completion Date:
	     
	Projects Scheduled Completion Date:
	     


Overall Project History





	3 Wks Ago
	2 Wks Ago
	Last Week
	Current

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Control Mechanisms

	
	Upper Control Limit
	Lower Control Limit

	Cost
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	Schedule
	 FORMDROPDOWN 

	 FORMDROPDOWN 



	
	Planned
	Actual
	Green
	Yellow
	Red
	Comment

	Size
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A

	Cost
	     
	     
	     
	     
	     
	     

	Schedule
	     
	     
	     
	     
	     
	     


	Risk Item
	Last week
	Current
	Comment

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Enter the projects file location:
	     


Instructions to complete form on back.

Instructions:

1. Project Manager to complete the top section (Name, Date, Project Name and Status as of, Baseline completion date and scheduled completion date.)

2. Update the project database with actual data from team members weekly progress summary (WPS).

3. If performing risk analysis, review the risk mitigation table and re-estimate risks based on new information.

4. Analyze planned vs. Costs and compare to project Control limits.  This is done by adding projects actual costs to date (AC) to the cost of the remaining scheduled work (RC).  Subtract the total projects baseline cost (TBC) and divide by TBC.  The formula is:  Calculated percentage = ((AC+RC)-TBC)/TBC.  Truncate any fractional percentage to produce the whole percentage.  This whole percentage must be compared to your projects control limits.

· If the whole percentage is  <= Lower Control Limit, then check yellow.

· If the whole percentage is <= 0%, then check green.

· If the whole percentage is < Upper Control Limit, then check yellow.

· If the whole percentage is >= Upper Control Limit, then check red.

5. Enter the calculated percentage, (fractional percentage included), in the appropriate column in the status table and add a comment

6. Analyze planned vs. Actual schedule and compare to project Control limits. This is done by subtracting the total projects Scheduled Duration (SD) from the project Baseline Duration (BD) and then divide by Baseline Duration (BD).  The formula is:  Calculated percentage = (SD-BD)/BD). Truncate any fractional percentage to produce the whole percentage.  This whole percentage must be compared to your projects control limits.

· If the whole percentage is <= Schedule Lower Control Limit, then check yellow.

· If the whole percentage is <= 0 %, then check green.

· If the whole percentage is < Schedule Upper Control Limit, then check yellow.

· If the whole percentage is >= Schedule Upper Control Limit, then check red.

· Enter the calculated percentage in the appropriate column in the status table and add a comment

7. If performing risk analysis, compare last weeks risk estimate with current risk estimate

· List only those risks that have changed since last week and all “red” risks in the risk reporting table

· If the risk is estimated as (L,L), (L,M), (M,L), then report green

· If the risk is estimated as (L,H), (M,M), (H,L), then report yellow

· If the risk is estimated as (M,H), (H,H), (H,M), then report red

· Update the status table and add a comment

8. Sign project status form and forward copies to project team members, affected groups, the project manager and project sponsor/product owner

