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Project status report template for a program
Five tabs: the weekly report header and summary, health by area, milestones, risks, issues and decisions, and a monthly roll-up across workstreams. Everything is filled in for a fictional billing system migration. Replace the example values with your own and delete the tabs you don't use.
Grey italic text is an example. Replace it with your own content.
TAB 1: WEEKLY REPORT
	Program
Name of the program or project
	Billing system migration

	Reporting period
The dates this report covers
	Week of Nov 2, 2026

	Prepared by
	Program manager

	Sponsor
	VP Finance

	Overall status
Green, Amber or Red, never worse or better than the area ratings explain
	Amber

	Summary
Two to four sentences. Lead with the status and the reason for it.
	Amber because UAT starts one week late. Vendor delivery of the test environment slipped nine days. The go-live date still holds if UAT runs two weeks instead of three, which needs the sponsor's decision by Nov 6.

	Done this period
	Cutover plan drafted to 80%; data mapping signed off; two of five integration tests passed

	Planned next period
	Finish the cutover plan; run the remaining three integration tests; confirm UAT dates


TAB 2: HEALTH BY AREA
	Area
	Status
	Trend
	Comment

	Schedule
	Amber
	Worse
	UAT start forecast Nov 16, baseline Nov 9; go-live date holds only if UAT is cut to two weeks

	Budget
	Green
	Same
	Forecast $1.84M against a $1.9M budget; no change this week

	Scope
	Green
	Same
	No open change requests

	Risks
	Amber
	Worse
	Two high risks open, both with a mitigation and an owner

	Resources
	Green
	Same
	All roles filled; the data lead is out Nov 20 to 24 and a backup is named

	Quality
	Green
	Better
	Two of five integration tests passed, no open severity 1 defects

	
	
	
	

	
	
	
	


TAB 3: MILESTONES
	Milestone
	Owner
	Baseline date
	Forecast date
	Status
	Note

	Data mapping signed off
	Data lead
	Oct 23
	Oct 23
	Done
	Signed off by finance

	Integration tests complete
	QA lead
	Nov 6
	Nov 9
	Amber
	Test environment arrived late

	UAT start
	Workstream lead
	Nov 9
	Nov 16
	Amber
	Depends on the test environment

	Cutover plan approved
	Program manager
	Nov 20
	Nov 20
	Green
	Draft is 80% done

	Go-live
	Sponsor
	Dec 7
	Dec 7
	Amber
	Holds only with a two-week UAT

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TAB 4: RISKS, ISSUES AND DECISIONS
	ID
	Type
	Description
	Owner
	Due
	Status

	R1
	Risk
	Vendor delivers the production build late and compresses cutover rehearsal
	Program manager
	Nov 13
	Open, mitigation agreed

	R2
	Risk
	Key data lead is out Nov 20 to 24, during cutover rehearsal
	Workstream lead
	Nov 12
	Open, backup named

	I1
	Issue
	Test environment arrived nine days late
	Vendor manager
	Nov 6
	Resolved Nov 5

	D1
	Decision
	Cut UAT from three weeks to two to protect the Dec 7 go-live
	Sponsor
	Nov 6
	Needed from sponsor

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TAB 5: MONTHLY ROLL-UP
	Workstream
	Lead
	Status last month
	Status now
	Biggest risk
	Decision needed

	Data migration
	Data lead
	Green
	Green
	Backup for the Nov 20 absence
	None

	Integrations
	QA lead
	Green
	Amber
	Test environment delay
	Approve a shorter UAT

	Finance and billing rules
	Finance partner
	Amber
	Green
	Tax rule sign-off now done
	None

	Training and cutover
	Workstream lead
	Green
	Green
	Rehearsal window is tight
	Confirm rehearsal dates
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