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IMPORTANT NOTES
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This Product Template is intended for use in both Bid Projects and non-PRINCE2™ Delivery Projects.  Section headings may be changed and/or added as appropriate.  What is most important is to ensure that the document does address all the relevant questions and points.

The Product Templates in Bids and Projects (B&P) are matched to its Process Descriptions and Product Profiles.  Typical “routine” processes are described in Bids and Projects, so when using the Product Templates it offers, it should be sufficient to refer (and link) to the relevant B&P pages.
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1 PURPOSE OF THIS REPORT AND PHASE COVERED

Say why this report has been prepared (e.g. regular reporting, special circumstance) and identify the Phase it covers. If it is not a regular report, outline the circumstances that have made it necessary.

2 SUMMARY OF PERFORMANCE AGAINST PLAN

This table provides an “at-a-glance” view of the status of a Phase of your Project that is now closing and of its Workpackages, and Activities as compared with the report you submitted last time.  An effective way of presenting the information is to add to the Summary Status entries, the word “Red”, “Amber” or “Green” as appropriate in the box, and set the background colour of the box to match.

In the next section in you have an opportunity to explain or comment on the entries in this table.  This explanatory text should be deleted.

	Topic
	Summary Status - this time
	Summary Status - last time

	
	
	

	Overall Status  -  (R/A/G)
	
	

	
	
	

	Work done 
	
	

	
	
	

	Products completed
	
	

	
	
	

	Quality Engineering
	
	

	
	
	

	Tolerances and Change
	
	

	
	
	

	Issues
	
	

	
	
	

	Risks
	
	

	
	
	

	Recommendations
	
	

	
	
	

	Needing Management Attention
	
	

	
	
	


3 NARRATIVE REPORT

These section headings are provided as a prompt, and for completeness.  If you need to cover a topic that is not here, then add it.  If there is nothing to be said under one or more headings, then either delete the headings or type something like “No report”.  Delete this explanatory text.

3.1 Overall Status (R/A/G)

3.1.1 Work done

3.1.2 Products completed
3.1.3 Quality Engineering

3.1.4 Tolerances and Change

3.1.5 Issues

3.1.6 Risks

3.2 Recommendations

3.3 Needing Management Attention

Keep the section break that follows here to maintain the consistency of the headers and footers.  Delete this text.
4 STATUS TABLES

The Product Templates provided by Bids and Projects Standard for status reporting of Bids and non-PRINCE2™ Delivery Projects are a layered set which includes:
· a Project Status Table

· a Phase Status Table

· a Workpackage Status Table

· an Activity Status Report.

The format of all four is the same, to simplify consolidation of summary information from one level up to the next (e.g. from Activity to Workpackage, or from Phase/Stage to Project).  This section is in landscape presentation to simplify the inclusion of the Tables, either as Excel Objects or by copy and paste.

Add as many page breaks as you need before the end of this section to accommodate the relevant Status Tables.  Remember that Status Tables will be needed for all work units covered by the Plan, including work that has been completed, and work that has yet to start.  Insert or delete headings as required.
4.1 Phase/Stage Status Table

Insert here the final Phase/Stage Status Table.

4.2 Status Table for Workpackage 1
Insert here the final Status Table for Workpackage1.

4.2.1 Activity Status Reports for Workpackage 1

Insert here the final Activity Status Reports for Workpackage1.

4.3 Status Table for Workpackage 2
Insert here the final Status Table for Workpackage2.

4.3.1 Activity Status Reports for Workpackage 2
Insert here the final Activity Status Reports for Workpackage2.

4.4 etc.
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