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	Project Information
	
	

	Project Name
	Project Alpha
	
	

	Date of Report
	MM/DD/YY
	
	

	Projected Date of Completion
	MM/DD/YY
	
	

	Project Manager
	Jason Desjardins
	 
	 

	Project Status

	Overall Project Status
	In Progress
	
	

	Summary
	Enter information here about overall status and highlights: “Regained lost time from last period;" "QA began two days earlier than anticipated;" "Delay in some client feedback, but minimal.”


	Project Details

	Component
	Status
	Owner / Team
	Notes

	Deliverable 1
	Up To Date
	
	Status options should be "Over, Under, On"


	Deliverable 2
	Hold
	
	Status Options should be "On Track, Behind Schedule, Progress Halted"


	Deliverable 3
	Overdue
	
	Status options should be "Present, Not Present"


	
	Complete
	
	

	
	In Progress
	
	

	
	Overdue
	
	

	
	Overdue
	
	

	
	Overdue
	
	

	
	Overdue
	
	




	Simple Project Status Report Template 
	
	

	Project Information
	
	

	Project Name
	
	
	

	Date of Report
	
	
	

	Projected Date of Completion
	
	
	

	Project Manager
	
	 
	 

	Project Status

	Overall Project Status
	In Progress
	
	

	Summary
	

	Project Details

	Component
	Status
	Owner / Team
	Notes

	
	Not Started
	
	

	
	On Hold
	
	

	
	Delayed
	
	

	
	Complete
	
	

	
	In Progress
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	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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