Having trouble constructing your report? Use this checklist to help you focus on including the right elements.

If you are reporting on project status:

· Have you explained whether the project on target?

· Have you addressed any problems or variances?

If you are trying to report on project progress:

· Have you explained what the project team accomplished since the last update?

· Have you shown which work packages are complete, partially complete, etc.?

If you are trying to forecast project performance:

· Have you shown what the outlook is for ongoing status and progress, based on trends?

· Have you explained any scope or goal changes that may be necessary, and recommended the extent of change required?

For any type of report:

· Did you include summary data and key points, and put the details in a separate appendix?

· Have you used graphs or charts to present the information visually?

· Are you providing the appropriate information for the audience? 

