Highlight Report

	Reporting Period:
	Month / yyyy
	Issue No / Date
	

	1 Project Identification

	Project Name: 
	
	Project Number:
	

	Sponsor / Exec Name:
	
	Programme:
	

	Project Manager:
	
	Customer:
	

	2 Project Status 
	Current Period
	Last Period

	Schedule
	Amber
	Green

	Budget
	Amber
	Green

	Resources
	Amber
	Amber

	Suppliers
	Amber
	Amber

	Overall
	Amber
	Amber

	Reason For Overall Non-Green Traffic Light Status and Corrective Action Plan:

	Reason
	

	Action to fix
	

	Timescale to fix
	

	Owner
	

	Impact on Programme / Other Projects
	

	3 Project Manager’s Comment

	

	4 Decisions Required

	Issue
	Decision Required
	By Whom?
	By When?

	
	
	
	

	
	
	
	

	
	
	
	

	5 Project Finances

	
	To Date (£)
	To Complete (£)

	Approved Budget

(A)
	Planned Spend to Date

(B)
	Actual Spend to date

(C)
	Variance



=(B-C)
	Estimated Spend to complete


(D)
	Estimated Total Spend at Completion

E = (C+D)
	Variance



(A-E)

	
	
	
	
	
	
	


	6 Milestone Trend Analysis Chart - Example

	Milestone / Key Deliverable
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Design
	B(10)

	A(4)
	
	
	
	
	
	
	
	
	
	

	Build
	
	
	B(30)

	A(5)
	
	
	
	
	
	
	
	

	Test
	
	
	
	
	B(5)
F(9)
	
	
	
	
	
	
	

	Rollout
	
	
	
	
	
	
	
	B(10)
F(10)
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


	Symbol
	Legend

	Day
	The date of the month is written at the side of the symbol (may need left/right alignment).

	B
	The baselined dates 

	F
	Forecast dates (can be colour coded RAG)

	A
	Actual completion dates (can be colour coded RAG)


	7 Achievements In Reporting Period

	PBS / WBS Ref. 


	Deliverables / Work Description




	8 Major Risks and Issues

	


	9 Major change requests received in reporting period

	Changes
	Status

	
	


	10 Key Dependencies

	Project / Deliverable
	Description of dependency
	Inward / Outward
	Original Date Due
	Current Forecast Date
	Actual date completed
	RAG
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