
monitoring plan should allow you to identify:
• differences between planned start dates and

actual start dates for each activity;
• differences between planned finish dates and

actual finish dates for each activity;
• percentage of completion for each activity

and the project as a whole;
• activities performed out of sequence;
• milestones achieved or missed;
• differences between estimated costs and

actual costs for activities and the project as a
whole;

• activities, issues, departments, or individuals
of particular importance or concern;

• corrective actions taken when the actual
results and performance of the project deviate
from the plans.

Your plan for monitoring the progress of projects

also should clearly spell out what groups or indi-
viduals will be kept informed. This will include the
oversight committee and various managers and
other interested parties. Each of these groups or
individuals may have a different “need to know”
level that influences the type of reports created. For
example, the hospital quality council may need all
of the detail listed above, whereas managers of
involved departments may just need to know gen-
eral information about the progress of the project. 

Both extra-project status reporting (from the
project team to other parts of the organization) and
intraproject status reporting (from team members
to the leader) is critical to project success. Status
reporting need not be a tedious or time-consuming
process. In fact, the simpler the better. 
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(Continued on page 127)

Team Member Project Status Report
Project Title: __________________________________________________________ Report Date:_________

Project Leader:______________________ Reported by: ___________________ Date of Last Report: ________

Activities/Accomplishments
Since your last status report, what have you accomplished on your project work? Give specific details as needed
for clarity. Reference additional documentation if necessary.

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Challenges/Discoveries
In the course of doing your project work, what problems did you encounter and what discoveries did you make?
Include both positive and negative events. (Your responses to problems and discoveries are documented in the
next section.)
__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Actions Taken
What did you do about the problems or challenges you encountered? What did you do about the positive discover-
ies your made? Document actions taken, results achieved, people informed, etc.
__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Planned Activities
Between now and your next status report what do you plan to do to accomplish your project assignment(s)?
__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________


