
EXECUTIVE PROJECT REPORT  

REPORTING PERIOD DATE PREPARED PREPARED BY 

REPORT RECIPIENTS 

REPORT PURPOSE 

PROJECT DETAILS 
PROJECT NAME PROJECT NO. 

PROJECT SPONSOR PROJECT OWNER 

PROGRAM MANAGER PROJECT MANAGER 

http://bit.ly/2MTk1bx


KEY MILESTONE AND ACCOMPLISHMENTS 

COMPLETED WORK 
DATE OF  
COMPLETION RESPONSIBLE PARTY 

   

   

   

   

   

 

PLANNED WORK PROJECTED DATE  
OF COMPLETION RESPONSIBLE PARTY 

   

   

   

   

   

 

COMMENTS 

 



FINANCIAL OVERVIEW 

 TOTAL EXPENSE TOTAL CAPITAL OVERALL TOTAL 

BUDGET COSTS    

ESTIMATE AT COMPLETION (EAC)    

ACTUAL COSTS TO DATE    

 
COMMENTS 

 

 

 

 



KEY RISKS 

RISK RESPONSE STATUS DATE 
OPENED 

DATE 
CLOSED ASSIGNED TO 

      

      

      

      

      

 

KEY ISSUES 

ISSUE DESCRIPTION PLAN OF ACTION 

  

  

  

  

  

 

 



HIGH LEVEL PROJECT REQUIREMENTS 

 

 

 

ADDITIONAL COMMENTS 

 

 

 

APPROVED BY NAME AND TITLE APPROVED BY SIGNATURE DATE 

      



 

DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for reference 
only. While we strive to keep the information up to date and correct, we make no representations 
or warranties of any kind, express or implied, about the completeness, accuracy, reliability, 
suitability, or availability with respect to the website or the information, articles, templates, or 
related graphics contained on the website. Any reliance you place on such information is 
therefore strictly at your own risk. 


	REPORT RECIPIENTS: 
	REPORT PURPOSE: 
	COMPLETED WORKRow1: 
	DATE OF COMPLETIONRow1: 
	RESPONSIBLE PARTYRow1: 
	COMPLETED WORKRow2: 
	DATE OF COMPLETIONRow2: 
	RESPONSIBLE PARTYRow2: 
	COMPLETED WORKRow3: 
	DATE OF COMPLETIONRow3: 
	RESPONSIBLE PARTYRow3: 
	COMPLETED WORKRow4: 
	DATE OF COMPLETIONRow4: 
	RESPONSIBLE PARTYRow4: 
	COMPLETED WORKRow5: 
	DATE OF COMPLETIONRow5: 
	RESPONSIBLE PARTYRow5: 
	PLANNED WORKRow1: 
	PROJECTED DATE OF COMPLETIONRow1: 
	RESPONSIBLE PARTYRow1_2: 
	PLANNED WORKRow2: 
	PROJECTED DATE OF COMPLETIONRow2: 
	RESPONSIBLE PARTYRow2_2: 
	PLANNED WORKRow3: 
	PROJECTED DATE OF COMPLETIONRow3: 
	RESPONSIBLE PARTYRow3_2: 
	PLANNED WORKRow4: 
	PROJECTED DATE OF COMPLETIONRow4: 
	RESPONSIBLE PARTYRow4_2: 
	PLANNED WORKRow5: 
	PROJECTED DATE OF COMPLETIONRow5: 
	RESPONSIBLE PARTYRow5_2: 
	COMMENTS: 
	TOTAL EXPENSE: 
	ESTIMATE AT COMPLETION EAC: 
	ACTUAL COSTS TO DATE: 
	COMMENTS_2: 
	RISKRow1: 
	RESPONSERow1: 
	STATUSRow1: 
	DATE OPENEDRow1: 
	DATE CLOSEDRow1: 
	ASSIGNED TORow1: 
	RISKRow2: 
	RESPONSERow2: 
	STATUSRow2: 
	DATE OPENEDRow2: 
	DATE CLOSEDRow2: 
	ASSIGNED TORow2: 
	RISKRow3: 
	RESPONSERow3: 
	STATUSRow3: 
	DATE OPENEDRow3: 
	DATE CLOSEDRow3: 
	ASSIGNED TORow3: 
	RISKRow4: 
	RESPONSERow4: 
	STATUSRow4: 
	DATE OPENEDRow4: 
	DATE CLOSEDRow4: 
	ASSIGNED TORow4: 
	RISKRow5: 
	RESPONSERow5: 
	STATUSRow5: 
	DATE OPENEDRow5: 
	DATE CLOSEDRow5: 
	ASSIGNED TORow5: 
	ISSUE DESCRIPTIONRow1: 
	PLAN OF ACTIONRow1: 
	ISSUE DESCRIPTIONRow2: 
	PLAN OF ACTIONRow2: 
	ISSUE DESCRIPTIONRow3: 
	PLAN OF ACTIONRow3: 
	ISSUE DESCRIPTIONRow4: 
	PLAN OF ACTIONRow4: 
	ISSUE DESCRIPTIONRow5: 
	PLAN OF ACTIONRow5: 
	HIGH LEVEL PROJECT REQUIREMENTS: 
	ADDITIONAL COMMENTS: 
	APPROVED BY NAME AND TITLE: 
	DATE: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text21: 


