Project Status Update Plan Structure

1. Project Overview

Brief summary of the project, objectives, and key deliverables.

2. Update Frequency

Define how often status updates will be provided (e.g., weekly, bi-weekly, monthly).

3. Key Stakeholders

e Project Manager

e Team Members

e Sponsors/Clients
Other Relevant Parties

4. Update Distribution Method

Specify how updates will be shared (e.g., email, online platform, meetings).

5. Status Update Template

Project Name & Date

Overall Status (On Track, At Risk, Off Track)
Accomplishments since last update
Upcoming Tasks/Milestones

Current or Potential Issues

Action ltems & Responsible Parties
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6. Roles & Responsibilities

List who is responsible for preparing and distributing updates.

7. Review and Feedback Process

Outline how feedback on updates will be gathered and integrated.

8. Appendix (if needed)

e Sample status update
e Communication calendar
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