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	Project Name
	

	Project ID/Code
	

	Workstream/Sub-project
	

	Phase/Sprint
	

	Report Date
	

	Prepared By
	

	Distribution List
	



	Schedule and Budget Snapshot (Today)
	
	
	

	Planned Hours 
vs Actual Hours
	Planned Cost 
vs. Actual Cost
	Cumulative Spend To Date
	Variance
	Milestones Due Today

	
	
	
	Hours / Cost / %
	Met, Slipped, New Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Ongoing Tasks
	
	
	
	
	

	Task Description
	Priority Level
	Planned Start Date
	Planned Finish Date
	Actual Start Date
	Estimated Remaining
	Percentage Complete
	Status
	Blockers/
Dependencies
	Task Assignee
	Notes

	
	Low, Medium, High
	MM/DD/YY
	MM/DD/YY
	MM/DD/YY
	Hours / Days
	0%
	Not Started, In Progress, At Risk
	 
	Name
	

	
	
	
	
	
	
	
	
	 
	
	

	
	
	
	
	
	
	
	
	 
	
	

	
	
	
	
	
	
	
	
	 
	
	

	
	
	
	
	
	
	
	
	 
	
	

	
	
	
	
	
	
	
	
	 
	
	

	
	
	
	
	
	
	
	
	 
	
	

	
	
	
	
	
	
	
	
	 
	
	




	Plan for Next Day
	
	
	
	

	Tasks to Start/Finish

	Task, Owner, ETA

Task, Owner, ETA

	Upcoming Milestones

	Next 7-14 Days

	Hand-Offs Required

	From:
To:

From;
To;





	Risks and Issues (RAD)
	
	
	
	

	Item
	Impact
	Owner
	Mitigation/Action
	Target Resolution Date
	Escalation Needed

	Risk or Issue
	Scope, Schedule, Cost, Quality
	Name
	
	MM/DD/YY
	Yes / No

	
	
	
	
	 
	 

	
	
	
	
	 
	 

	
	
	
	
	 
	 

	
	
	
	
	 
	 

	
	
	
	
	
	

	Dependencies and Assumptions
	
	
	

	Dependency
	Needed By Date
	Status
	Assumptions and Validation Plan

	On/By
	MM/DD/YY
	On Track, At Risk, Late
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	



	Scope and Change Control
	
	
	
	

	New Change Requests

	CR Number, Title, Status

CR Number, Title, Status

	Approved / Rejected Changes

	Impact Summary

	Requirement Clarifications

	IDs, Links




	Quality and Testing
	
	
	
	

	Tests Executed

	Passed (Counts)
Failed (Counts)

	Critical Defects Open (IDs, ETA)

	IDs, ETA

	Reviews / Gates Held (Design, Code, Test) and Outcomes

	





	Stakeholder Communications and Decisions
	
	

	Updates Sent

	Channel:
Audience:
Summary:

	Decisions Made Today

	Decisions:
Approver:
Rationale:

	Approvals Pending

	Item:
Approver:
Due Date:

	
	
	
	
	
	

	Attachments and Links
	
	
	
	

	Documents / Artifacts Updated (URL, IDs)

	URL, IDs

	Drawings / Schedules / Boards Referenced

	



	Sign-Off
	
	
	
	
	

	Reporter Name
	Signature

	 
	 

	
	
	
	
	
	

	Project Manager / Sponsor Acknowledgement
	Signature

	 
	 

	
	
	
	
	
	

	Date and Time Submitted
	
	
	
	

	 
	
	
	
	




	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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