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	Project Name 
	
	SRO (Sponsor)
	

	Project Manager 
	
	Group
	

	Project Start Date
	
	
	


	Period Covered by this Highlight Report
	
	Date of Report
	

	Distribution:


	


Project Status Summary

	Original project end date This is the date in the first approved version of the PID
	
	Latest forecast end date
	
	Variance
+/-
	

	Original project budget  This is the value in the first approved version of the PID
	
	Latest forecast

total spend
	
	Variance
+/-
	


Schedule status
	An explanation of the status of the schedule for the current phase or stage of the project with particular emphasis on the current period ie: work started, work due to have started but not started, work in progress (with revised where appropriate), work due to have completed but delayed.
An overall RAG (Red Amber Green) status indicator may be used. The criteria for RAG coding will need to have been agreed with the SRO/Project Board during project initiation.




Budget status
	A quantified analysis of the planned versus actual expenditure and staff effort for the current period, plus the outlook for the next period.
An overall RAG (Red Amber Green) status indicator may be used. The criteria for RAG coding will need to have been agreed with the SRO/Project Board during project initiation.



Products and work completed during the period

	Describe the achievements made by the project in during the period. When preparing this refer back to the previous Highlight Report to make sure everything you predicted to be completed is mentioned in this report. 



Products and work to be completed during next period
	From the latest version of your plan you should select the products, activities and milestones that have relevance to your SRO and Project Board.   You will need to report on the achievement of these things in your next Highlight Report  (see above).



Issues, problems and risks 
	Describe any significant issues/problems that affected the performance of the project during the period.  This may include such things as resourcing issues, quality problems, technical issues and external events outside the control of the project.
Describe any significant new risks that have been identified during the period, or any known risks that have changed status.



Impact of any changes

	If any changes to scope, objectives, deliverables, timing have been approved during the period a summary should be given here using information drawn from the project’s Issue Log/Change Log.  The impact on project timescale, effort, cost and risk should be given.



















