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Team Member Status Report




General Information

	Project
	

	Team member
	

	Date range
	

	Status

	


Project Manager Alert

	ID
	Situation Requiring PM Attention
	Recommended Action Plan

	
	
	


Accomplishments During Reporting Period

	ID
	Description of Accomplishment
	Planned Completion
	Date Completed
	Comments

	
	
	
	
	


Activities in Progress That Are Past Due

	ID
	Description of Activity
	Planned Completion
	Estimated Completion
	Status

	Comments

	
	
	
	
	
	


Milestone Report for Next Two Weeks

	ID
	Description of Activity
	Planned Completion
	Estimated Completion
	Status

	Comments

	
	
	
	
	
	


Watch List

	ID
	Issue or Risk to Watch
	Action Plan

	
	
	


� 	Green: on schedule/on budget; yellow: somewhat behind schedule/somewhat over budget; red: behind schedule/over budget�Note: Green, yellow, red metrics should be agreed upon with sponsors during project initiation. You may want to consider 10% for yellow on small projects but if a project is a multimillion-dollar endeavor, then 10% might be too great a variance before sponsors are notified.


� 	Green: on schedule/on budget; yellow: somewhat behind schedule/somewhat over budget; red: behind schedule/over budget


� 	Green: on schedule/on budget; yellow: somewhat behind schedule/somewhat over budget; red: behind schedule/over budget
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