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APPENDIX B 

Executive Status Report

Instructions


Instructions



A standard requirement of all projects is to provide reports to executive management.  At a minimum, the frequency of the reports should correspond with the executive meetings that are scheduled.  This typically is on a monthly or quarterly basis or at major project phase/milestone completion.

The information shared in the Executive Report should be in a consistent format throughout the project and should correspond to the Project Status Reports discussed below.  The types of reports that a particular agency uses will vary.  A general rule of thumb is that the detail should be kept to what can be explained during the Executive Meeting.  If more details are needed to clarify issues, then these should be provided as supplementary data. 
Project:


Date:_________________

Submitted by:

Project Organization Area:


Project is: 
On Plan 
Ahead of Plan
Behind Plan

Reporting Period: From: ___/___/___   To: ___/___/___

Current Status:
Significant Accomplishments:

Open Action Item Summary:

Milestone Status:


Upcoming Deliverables Status:


Completed Deliverables Since Last Review:

Financial Status:


Planned Versus Actual Costs:


Planned Versus Actual Schedule:


Planned Versus Actual Staffing:


ETC Review:


EAC Projection:

Technical Status/Issues:


Requirements:


Design:


Development:


Configuration Management:


Testing:


Integration:


Quality

Last Risk Update.  Status:
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