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High-Profile Information Technology Project Status Report 

Department: 

Project Name: 

Business Sponsor: 

Date of Report: Reporting for Quarter: 

Project Start Date: Planned Implementation Date: 

Estimated Project Cost: Amount Provided Through Master Lease: 

Project Description – Enter a brief description of the project, including the business case for it and its major 
deliverables. 

Project Funding – Please describe all sources of funding for the project, which should add up to the estimated project 
cost cited above. 

Project Status – Determine the status for the Schedule and Budget categories 
below based on the guidelines on the right and described in more detail on 
page 2 of this document. 

Insert an X in the column that best describes the status of the category.  Add 
comments for that category as needed. 

Additional comments are not required if the status is Green, but if a category has 
a status of Yellow or Red, describe the issues or problems and what actions the 
agency is taking to address them. 

STATUS COLOR  INDICATORS 
Green On target as planned 

Yellow Encountering issues (e.g., Schedule or 
Budget over by 10% to 25%) 

Red Encountering problems (e.g., Schedule or 
Budget over by 25% or more) 
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Summarize Any Completed Major Tasks or Project Phases: 
      

 

Summarize Any Significant Project Changes Affecting Schedule, Budget or Scope: 
For each change, describe what the change involved, when it was approved, and the reasons behind the approved change. 
      

 

Additional Comments or Issues (optional): 
If you have any additional overall status comments about the project (e.g., project news, accomplishments, emerging challenges or 
risks that could affect the project), please provide them here. 
      

 

Project Status Category Guidelines 
Schedule Status 
Green – Indicates that the project or phase is on track for the targeted implementation date. 
Yellow – Indicates that the project or phase may be falling behind and analysis needs to be done to determine if 
the project can recover and still achieve the targeted implementation date, or if adjustments must be made to that 
date. 
Red – Indicates that the project or critical tasks have fallen behind schedule, and corrective action must be taken 
to still achieve the targeted implementation date or that date must be changed. 
Budget Status 
Green – Currently on target with project budget. 
Yellow – Project is over budget by 10 to 25%. 
Red – Project is over budget by 25% or more. 

 


	Project Funding  Please describe all sources of funding for the project which should add up to the estimated project: GPR $1,250,000  FED $750,000  PR $500,000
	ProjectDesc: This system development project will replace the functionality of an old legacy system, for which the agency is having increasing difficulty finding technical support.  The agency has signed a contract with a vendor, who was identified through an RFP process.  The vendor will design and construct the new system, with guidance from and collaboration with agency staff.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.
	Dept: Administration (SAMPLE FILLED-IN STATUS REPORT FORM)
	Proj: Major Legacy System Replacement Project
	Sponsor: Name of Division Administrator or Deputy Division Administrator (or whoever)
	Quarter: FY15 Q1
	ProjStartDate: July 7, 2014
	ImplementDate: June 15, 2015
	EstProjCost:  $2,500,000
	MLAmnt: $250,000
	BudgetStatusInfo: Some of the expected project funding is now in question or might be delayed.  In the rest of this text box, the project team can describe the circumstances of this situation, which has led them to assign a "yellow" to this status category.This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.
	ScheduleStatusInfo: 
	TaskSum: Requirements gathering is nearly complete.For longer and more complex projects, this text box can be used to describe functionality that is already in production, especially if the project has several phases and is a multi-year project.This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.
	ChangeSum: So far, this project has not had any major changes to schedule, budget or scope that were approved by the project change committee.  But if it did, this space could be used to describe at a high level the nature of those changes.This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.
	AddCom: This text box basically serves as an all-purpose area for the project team to add any more comments they believe are important for the reader to know about this status report.If, for example, the total estimated project cost on page 1 and the total of the project funding sources on page 1 don't add up to the same total for whatever reason, this box could be used to explain the discrepancy.Also, this status report form will allow for spll chcking.  Possibly misspelled words will be underlined in red, as you see in the previous sentence.  And also, you can just hit the Edit button on top of the form at any time, and you will see the spell-check option.This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.  This text box will accommodate as much text as the responding agency sees fit.  This text box will scroll as needed, depending on how much text is entered.  This sample provides an example of that.
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