Simple Performance Report

Introduction

The purpose of 
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 REMEMBER:   
The Performance reports are NOT to be sent to the client or sponsors.  They are strictly a tool for the project team to candidly report progress on their activities.
Definition of fields
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	Project Status Summary
	The use of designations Red – Yellow – Green provides an immediate indication of the overall “health” of a project.  

RED: In significant trouble and may not be completed within time, budget or as originally defined 

YELLOW: the number of issues or concerns has increased the risk to the original baseline

GREEN: the project is progress per plan with no significant issues or concerns.

(If this status is emailed or printed in color, you may use Red, Yellow or Green colors to emphasize the status of your project.)

	Summary Description
	If an explanation of the summary status is required, you may use this field.  No more than 1 paragraph should appear here.  If an explanation is not needed (or not wanted by the stakeholders), delete this section

	Key Accomplishments during the reporting period
	For the reporting period, list the items that are significant to the stakeholders and for the project.  These may include:

· completion of a milestone / deliverable

· resolution of  critical issues

They should include any items that are reflected in the status summary.

	Upcoming   or Key Activities/ Deliverables
	For the next reporting period, list items that will be indicators of the project progress.  The selection of these tasks may involve subjective; however, they should include any items that will impact the overall project status in the next reporting period. 

Select tasks that provide a relevant snapshot of the progress being made for a specific time period.  

	Start Date (Planned)
	Per the Project Baseline, the date the task was planned to begin

	Start Date
(Actual)
	The date that time and resources began to be used to perform this task.  

	Completion Date

(Planned)
	Per the Project Baseline, the date the task was planned to be completed

	Completion Date

(Actual)
	The date that the deliverable(s) from the task were completed.

	Comments /

Concerns
	A freeform space provided so that the project manager can communicate corrective actions being taken (if a negative variance is occurring); explanations of variances; etc.

	Note: The information on page 2 only represents the schedule.  Budget or Cost information should be reported in the Comments/Concerns columns if there are budget items involved.


Weekly Progress Report
Date _____________
Project ____________________________________________

Team Lead ______________________________________________________________

Activity _________________________________________________________________

Team members Involved ___________________________________________________
_______________________________________________________________________

Were tasks accomplished as planned? _______________________________________
Percent Complete________________________________________________________

Will tasks be achieved as planned? __________________________________________
Time remaining __________________________________________________________

Explain major concerns ___________________________________________________
______________________________________________________________________

______________________________________________________________________
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