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PRJ – Template – Monthly Status Template

IBPL Sample Template
Monthly Status Template
 Monthly Project Status Report

	General Information:

	Organization name:
	Date:



	Contact Name:
	Phone:



	Project ID:


	For the period beginning:

                      and ending:

	Name of the project:



	Project Start Date:


	Current Phase:


Key Questions

1)
Has the project scope of work changed?



Yes/No

2)
Will upcoming target dates be missed?



Yes/No

3)
Does the team have resource constraints?


Yes/No

4)
Are there issues that require management attention?

Yes/No

If any of the above questions is answered “yes”, please provide an explanation of the “yes” answer.

Key Milestones for the Overall Project revised on <date>:

	Milestone
	Original Date
	Revised Date
	Actual Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Milestones Planned for this month and Accomplished this month:

	Milestone
	Original Date
	Revised Date
	Actual Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Accomplishments Planned for this month and not completed:

	Milestone/Item/Accomplishment
	Original Date
	Revised Date

	1)
	
	

	2)
	
	

	3)
	
	

	4)
	
	


For each item listed above, provide a corresponding explanation of the effect of this missed item on other target dates and provide the plan to recover from this missed item.

Items Planned for Next Month:

	Milestone
	Original Date
	Revised Date

	
	
	

	
	
	

	
	
	

	
	
	


(Use a chart like the following to show actual expenditures compared to planned levels.  Break the costs into other categories as appropriate.)
	Year-to-Date Costs (000)

	Fiscal Year

20__
	Actual Costs to Date
	Estimate

 to Complete
	Total Estimated Costs
	Total Planned Budget

	Personnel Services
	
	
	
	

	Prof. & Outside Service
	
	
	
	

	Other Expenditures *
	
	
	
	

	
	
	
	
	

	Total Costs
	
	
	
	


(Use a chart like the following if this project spans more than one fiscal year.)

	Year-to-Date Costs (000)

	Grand Total 

For Project
	Actual Costs to Date
	Estimate

 to Complete
	Total Estimated Costs
	Total Planned Budget

	Personnel Services
	
	
	
	

	Prof. & Outside Service
	
	
	
	

	Other Expenditures *
	
	
	
	

	
	
	
	
	

	Total Costs
	
	
	
	


* Other Expenditures include hardware, software, travel, training, support, etc.

Attach the current risk list.

Attach the current issues/action item list (for the significant items that need management attention)
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