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<Project Name>
Quarterly Status Report
	Project Name:
	Insert full project name followed by any short name or acronym

	Sponsor:
	

	Report Type:
	Planning

	For Period:
	QX 201X

	Project Manager:
	


EXECUTIVE SUMMARY
	Overall Summary
	Prior Status
	Green
	Current Status
	Green

	Summary


	Accomplishments


	Expected Accomplishments


	Additional Comments:



Summary - Include a brief overall summary of the planning process for the reporting period.
Accomplishments - Enter project accomplishments for the reporting period, identifying activities, meetings, and any deliverables produced.
Expected Accomplishments - List project activities planned for the next reporting period.
SCHEDULE
	Planning
Start Date
	Estimated Project Execution
Start Date
	Estimated Project
Completion Date

	mm/dd/yyyy
	mm/dd/yyyy
	mm/dd/yyyy

	Comments:



Planning Start Date - This date should be the date that planning activities actually started.  Typically that is the day after the Charter is authorized unless there are specific reasons documented to delay the planning process.  If planning activities begin prior to the Charter being authorized, the actual planning start date must be entered.
Estimated Project Execution Start Date – This date should reflect the original planning estimate contained in the Charter.  However, as planning occurs that date may be changed.  A note should be included in the comments to explain the change.
Estimated Project Completion Date - This date is expected to be a high level estimate at the start of planning and progressively become more accurate as planning nears completion.


[bookmark: _GoBack]COST
	Project Spending Authorized
	Planning Budget
	Expenditures to Date

	
	
	

	Comments:



Project Spending Authorized – This amount should reflect the total project budget authorized to complete the project.  This could occur via the legislative process or by the reallocation of funds within a biennium.  This amount should be supported by the Charter.
Planning Budget – The planning budget should include only external costs (e.g. vendor payments, purchases, etc.).  FTE expenses and normal operating expenses are not required for reporting purposes during the planning stage. Please note that these figures may change from quarter to quarter as planning progresses. You may add reasons for the change into the comments section. The planning budget should be a high level figure derived from the budgeting process discussed and documented in the Charter.
Expenditures to Date – This reflects the actual costs of planning.
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