IT PROJECT SUMMARY TEMPLATE

PROJECT NAME PROJECT NO. DATE PREPARED ~ REPORTING PERIOD

PROJECT LEADER / MANAGER PROJECT START PROJECT END

PROJECT STATUS

STATUS REF NO. DESCRIPTION

ADDITIONAL INFORMATION


https://www.smartsheet.com/try-it?trp=11410&utm_source=integrated+content&utm_campaign=/content/project-summary-templates&utm_medium=IT+Project+Summary+pdf+11410&lpa=IT+Project+Summary+pdf+11410&lx=PFpZZjisDNTS-Ddigi3MyABAgeTPLDIL8TQRu558b7w

PROJECT MILESTONES & NOTABLE ACCOMPLISHMENTS

MILESTONE OR ACCOMPLISHMENT

KEY PROJECT ISSUES EVALUATION
ISSUE DESCRIPTION DATE OPEN

CHANGE REQUEST EVALUATION

Detail key changes since the last status report

REF NO. CHANGE REQUESTED

TARGET COMPLETION
DATE OWNER

DATE CLOSED  ISSUE RESPONSE

IMPACT DESCRIPTION



PROJECT RESOURCE EVALUATION

BUDGETED COST
CATEGORY FOR WORK NOT
YET COMPLETED

TOTALS

ADDITIONAL COMMENTS

APPROVED BY NAME AND TITLE

BUDGETED COST ACTUAL COST OF
OF WORK WORK
COMPLETED COMPLETED

APPROVED BY SIGNATURE

DIFFERENCE

DATE



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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