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<Enter Project Name> 

Reporting Period:  xx/xx/xx - xx/xx/xx 
Team Lead:   
Team Members: 
Project Start Date:  
Project End Date: 
 

Overall Status 
 
Overall Project Status:  <ENTER STATUS> 
Red=High Risk 
Yellow= Moderate Risk 
Green= Low Risk 
 
Change:  <ENTER CHANGE> 
Better, Worse, Same 

 

 
 
 
High Risk – Significantly impacts project schedule and/or 
major issues.  ex) 4+ weeks over schedule 
 
Moderate Risk – Minor schedule and/or manageable 
issues.  ex) 2-4 weeks over schedule 
 
Low Risk – On schedule and no significant issues. 
 ex) 0-2 weeks over schedule 

The information above will be incorporated into an FSA U dashboard for Anne. 
 
Accomplishments & Activities: 

Major Accomplishments Since Last Report Upcoming Activities 
•  
•  
•  
 

•  
•  
•  

 
 
 
Issues Requiring Management Attention/ Action: 

Date Issue Recommendation &  
Person Responsible 

Status Priority

     
     
     
     
Status:  N - New, IP – In Progress, D – Deferred, R – Resolved 
Priority:  H – High, M – Medium, L - Low 
 
 
Workplan Last Updated:  <ENTER DATE> 
Timeline & Milestones Chart Last Updated: <ENTER DATE> 
 
 
Notes:   
Other points to report not pertaining to project completion. 
•  
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