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[PURPOSE OF THE HIGHLIGHT REPORT:]
 [A Highlight Report is produced during a stage at the intervals agreed with the Project Board to inform them of the stage status and allow them to monitor the stage and project progress.]

Purpose:

[A statement of the purpose of the Highlight Report.  The following is a “standard format” that may be used or adapted by the Project Manager:]
This document has been produced to inform the Project Board of the stage status to allow them to monitor stage and project progress. The report will also be used to advise the Project Board of any potential problems or areas where the Project Board could help.
	Highlight Report 

(Use to report Stage/Project Progress to the Project Board Members.  The Highlight Report will normally be sent each month via post or e-mail, as agreed with the Project Board.)



	Programme:


	Project:



	Author:


	Date:
	Period Covered:
[typically monthly]


Stage Status Summary:
[An overview of the status of the stage at this time]
This Reporting Period:
Work Package/Product Status:

The following is the status of Work Packages and related products for this reporting period:

	Work Package Reference
	Product I.D. / Title
	Work Package/Product Status

	
	
	

	
	
	

	
	
	

	
	
	


Corrective Actions Taken:
Next Reporting Period:
Work Package/Product Status:

The following is the status of Work Packages and related products for the next reporting period:
	Work Package Reference
	Product I.D. / Title
	Work Package/Product Status

	
	
	

	
	
	

	
	
	

	
	
	


Corrective Actions to be Completed:

Budget Status and Tolerances:
	
	Planned Expenditure
	Expenditure To Date
	Forecast Total Expenditure
	Tolerance Set


	Tolerance

Used/Forecast
	Tolerance

Remaining

	Project (£)
	
	
	
	
	
	

	Stage (£)
	
	
	
	
	
	


Schedule Status and Tolerances:
	
	Planned End
	Current Forecast End
	Tolerance Set


	Tolerance Used/ Forecast
	Tolerance Remaining

	Project
	
	
	
	
	

	Stage
	
	
	
	
	


Requests for Change:
[A summary of requests for changes raised, approved/rejected and pending]
	RFC  Details
	Status

	
	

	
	


Key Issues and Risks:
Risk Status:

[A summary of actual or potential risks]

	Summary of Risks
	Assessment Summary

	
	


Issue Status:
[A summary of off-specifications, problems or concerns]

	Summary of Issues
	Status

	
	

	
	


Lessons Report:
[The Lessons Report is a separate management product and (if appropriate) can be attached as part of this Highlight Report. It should include a review of what went well and what went badly, and any recommendations for corporate or programme management consideration]
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