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	PROJECT NAME:
	

	REPORT PERIOD
	
	PROJECT MANAGER
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	Discuss the overall status of the project and raise any major issues for management awareness


	RISKS & ISSUES
	Highlight any active risks and their owners and containment or contingency that is being implemented. Define any new major issues that have arisen during reporting period and corrective action being taken. Note: Any major risks or issues should be highlighted in red.


	VARIANCE 
	Discuss any variances from the plan and any change requests that have been reported during this period. Define the likely impact onto the project (e.g. slippage, additional cost, etc) and the corrective action that is being taken


	ACHIEVED
	· List the tasks that have been achieved during reporting period
	· 

	PLANNED
	· List the tasks that are planned for next reporting period
	· 

	MILESTONES within one month of reporting period

	Milestone
	Date
	% Complete
	Status 
	Owner
	NOTES

	
	
	
	
	
	Milestones can only have 1 of 4 statuses:
· On Target
· Slipped
· Complete
· Open – where an outside influence has an impact on the milestone
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