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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 at the frequency agreed with the Project Board
· 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 previous reports, work planned in the previous report is evidenced as work completed in this one



Stage Status Summary

(Overview of the status of the stage)

This Reporting Period

Work Packages

	Work Package Ref
	Work Package Name
	Status
	Notes (may refer to purchase order)

	
	
	
	

	
	
	
	

	
	
	
	


In-Progress Products

	Product Ref
	Product name
	Date Started
	Forecast completion date:

	
	
	
	

	
	
	
	

	
	
	
	


Completed Products

	Product Ref
	Product name
	Date completed
	Signed off by:

	
	
	
	

	
	
	
	

	
	
	
	


Late or not started Products

	Product Ref
	Product name
	Planned start date 
	Expected completion date:

	
	
	
	

	
	
	
	

	
	
	
	


Corrective Actions Undertaken 

	Product Ref
	Product name
	Action date 
	Summary of action

	
	
	
	

	
	
	
	

	
	
	
	


Next Reporting Period

Work Packages

	Work Package Ref
	Work Package Name
	Status
	Notes (may refer to purchase order)

	
	
	
	

	
	
	
	

	
	
	
	


Products to be completed

	Product Ref
	Product name
	Notes

	
	
	

	
	
	

	
	
	


Corrective Actions 

	Product Ref
	Product name
	Planned Action date 
	Summary of action to be taken

	
	
	
	

	
	
	
	

	
	
	
	


Project and Stage Tolerance Status

(Performance against tolerances (e.g. cost/time/scope actuals and forecast))
Requests for Change

(Raised, approved/rejected and pending)
Key Issues 

(Summary of problems)
Key Risks
(Summary of threats and opportunities)
Lessons Report (if appropriate)

(What went well, what went badly)
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