Example - Project Status Report

To:

Bob Sovine, Willie Stanfield

From:

Jeff Heath

Subject:
Project Status Report,  

Date:

July 30, 2002

	Project Name:
	Project Management for Small Project Training Course
	Report Period:
	Week of 

July 22, 2002

	Project Manager:
	Jeff Heath
	Phone & E-mail:
	Ext 3114

	Project Description:
	This project will create a ½ day project management training course for small projects 
	Project Priority:
	Highest


Project Status Summary:     __X__Green       ____Yellow
  ____Red 

Note: No progress was made week of July 15 because of week long internal conference 

Key accomplishments last period:
· 100 percent complete with the Training course PowerPoint presentation

· 100 percent complete with the Student workbook

· 90 percent complete with formatting of  the10 tools that will te taught in the course 

· Competed internal review of the course materials

· Reserved Training room 1494

Upcoming tasks for this period:

· Complete formatting of tools

· Reproduction of Student Handbook

· Development of detailed trainers agenda

· Dry run of course for timing

· Produce wall charts from course slides

· Arrange for refreshments

Issues:  

· Confirm attendance of participants from both Diversity and HR
