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Purpose of Status Reports 
}  Provide an overview of a project 
}  Ensure that the project is on track 
}  Bring to light any unidentified issues of concern 
}  Ensure alignment with management’s priorities 
}  Provide a record of progress and activity 
}  Ensure an employee or contractor is putting in sufficient 

effort 



Content 
}  Identifying details 
}  What we have done 
}  What we will do 
}  Any issues to be aware of 
}  Milestones 
}  Key people working on the 

project 
}  Key project statistics. E.g.: 

}  Budget & other resources 
}  Timelines 
}  Partners 



Identifying Details 
}  Project Name 

}  Maybe the Project Description 

}  Your Name 
}  Key Dates 
}  Department 
}  Your Manager or Project Lead 



Informal 
This report is 
lacking any detail 
so might be used 
to track the 
productivity of 
someone working 
independently. 



Table Format 





Using Powerpoint for Status Report 
}  The following 3 slides are taken from an internal project 

update/status report (note it is long outdated and swept 
of identifying marks) 

}  It provides a very high level overview of the projects and 
the status to date 

}  It was likely prepared for an executive in advance of a trip 
to the region 









Format 
}  Chart 

}  Typically used for frequent (e.g. 
weekly) updates with little detail 

}  Powerpoint 
}  Often used for a high level 

overview covering a number of 
points 

}  Memo 
}  Mostly text 
}  Might cover what’s been done, 

what’s to come and issues of 
note or concern 



An Unsolicited Report Demonstrates: 
}  Professionalism 
}  Accountability 
}  Organization 
}  Initiative 
}  Managerial Skills 
}  Maybe even strategic thinking 
}  Update reports are helpful and appreciated! 
 
Note:  If a report is unsolicited do not offer an opinion or make a 
recommendation – unless you are a specialist or well established, 
you usually should be invited to give an opinion. 



End 


