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	Report quality criteria
	Project assurance and/or the project manager or project support might check the following:
· Has the report been prepared close to the end of a stage?
· The information is objective and accurate
· Evidence can be found that work towards product delivery has been completed
· Includes any issues the project manager has dealt with within their agreed tolerances
· Includes any required updates on any open issues and risks from the previous report
· The report is consistent with approved stage plan.
· The report shows stage performance against the plan
· Issues and Risks are described, together with their impact



Project Manager’s Report

(A Summary the stage’s performance)
Review of the Business Case

(A Summary of the continued viability Business Case)
Benefits achieved to date

Residual benefits expected

(remaining stages and post-project)

Expected net benefits

Deviations from the approved Business Case
Aggregated risk exposure

Review of Project Objectives

(How the project has performed to date against its planned targets and tolerances for time, cost, quality, scope, benefits and risk. Might, in more formal environments, also include a review of the project’s strategies and controls)
Review of Stage Objectives

(How this stage performed against its planned targets and tolerances for time, cost, quality, scope, and risk)

Review of Team Performance

(Giving, where appropriate, recognition for good performance)
Lessons Report

(What went well, what went badly, and any recommendations for the wider organisation)

Issues and Risks

(Summary of current of issues and risks affecting the project)

Forecast

(For the project and next stage against planned targets and tolerances for time, cost, quality, scope, benefits(project only) and risk)
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Product Handover (if applicable)

(Operations and maintenance have accepted these products)

	ID
	Product
	Product Handed to:
	Acceptance record ref
	Date handed over

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Summary of Follow-on Action Recommendations (if applicable)

(These are related to unfinished work, ongoing issues and risks, and any other activities needed to take the products handed over to the next phase of their life)

	ID
	Product
	Handed to:
	Issue or Risk ref
	Date handed over
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