Sample Project Report


	Description/Background

	Project Description (Planning Document)



	Executive Summary

	Summarizes key points of report/project: should be written last



	Project Team

	List all team members and their roles/contributions



Project Performance

	Completion Criteria

	Performance Criteria
	Satisfaction Level
	Comments

	List criteria that need to be met to close project.

	Objectives:

All project objectives have been achieved.
	( Exceeded

( Met

( Did not meet
	

	Timelines:

All project timelines have been achieved.
	( Exceeded

( Met

( Did not meet
	



	Outstanding Items

	List items that still need to be addressed even though above criteria have been met.

	Item
	Action
	Owner

	Activities
	
	

	Risks
	
	

	Issues
	
	


	Project Indicators

	List key deliverables and if each exceeded, met, or did not meet goals.  

	Indicator 1
	( Exceeded
	( Met
	( Did not meet

	Indicator 2
	( Exceeded
	( Met
	( Did not meet

	Indicator 3
	( Exceeded
	( Met
	( Did not meet

	Indicator 4
	( Exceeded
	( Met
	( Did not meet

	Budget/Cost

	Outline Cost to budget of project.

	Line Item
	Budget
	Actual
	(Over)/Under Budget

	Training
	
	
	

	Data Collection
	
	
	

	Equipment
	
	
	

	Supplies
	
	
	

	Totals:
	
	
	

	

	Performance to Budget

	Project Cost
	( Exceeded
	( Met
	( Did not meet


	Lessons Learned

	Briefly summarize lessons learned.



	Best Practices

	Briefly summarize best practices observed or utilized during this project.



	Conclusion

	Provide brief conclusion.













