
Project Status Report 

Date: [Insert Date] 

To: Executive Committee 

From: [Your Name] - [Your Position] 

Project Title: [Project Name] 

1. Project Overview 

[Brief description of the project and its objectives.] 

2. Current Status 

[This section should include the current status of the project (e.g., On Track, At Risk, Delayed) 

and any significant milestones achieved.] 

3. Key Accomplishments 

• [Accomplishment 1] 

• [Accomplishment 2] 

• [Accomplishment 3] 

4. Upcoming Tasks 

• [Task 1] 

• [Task 2] 

• [Task 3] 

5. Issues and Risks 

[Describe any existing or potential issues or risks and their impact on the project timeline and 

deliverables.] 

6. Next Steps 

[Outline the immediate next steps that will be taken to address any issues and keep the project on 

track.] 

7. Conclusion 



[Provide a brief conclusion summarizing the project status and any requests for support or 

decisions needed from the executive committee.] 

Thank you for your attention to this report. 


