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	CLIENT NAME

	
	Status Date
	

	Project Manager
	
	PROJECT
	

	TO
	Customer Contact
	
	

	CC
	cc-alias; Customer team

	Status

Comments

Scope

GREEN

Cost

GREEN

Schedule
YELLOW

Hardware delays affecting SQL install & migration activities

Team Confidence

GREEN
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Green = Progress equal to or better than planned; no significant changes or issues.


Yellow = Caution; early alert; corrective action is or may be required.


Red = Progress is less than planned; significant changes or issues need to be considered.


	PROJECT weekly ACTIVITY SUMMARY

	Summary of Activities that occurred during the week.

1. 

	PLANNED FOR NEXT WEEK

	1. List tasks that will occur next week. 

	PROJECT MILESTONEs

	Describe entire Project Milestones. Mark in Green or Red based on on-time delivery


	KEY QUESTIONS
	Yes
	No
	Comment

	1.
Has scope of tasks changed?
	
	X
	Most of the current scope changes do not currently affect the Olive project team.  

	2.
Will a target delivery date be missed?
	
	X
	The project is currently in GREEN status

	3.
Are there estimate concerns?
	
	X
	None at this time.

	4.
Are there technical problems?
	
	X
	None at this time.  

	5.
Are there resource issues?
	
	X
	None at this time.  

	6.
Are there review/approval concerns?
	
	X
	None at this time. 

	REMARKS and Additional Notes

	


	Issue Register  (Problem that is happening now that is affecting the project and needs to be actively dealt with and resolved)
	

	No.
	Orig. Date
	Submitted by
	Description
	Responsible
	Priority
	Forecast Close 
	Actual Close 
	Comments

	NEW
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	OPEN
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	CLOSED
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Risk Register  (Problem that could cause some loss or threaten the success of the project but has not happened yet.  Risks, once they occur, turn into Issues)
	

	No.
	Description
	I
	P
	Mitigation Approaches
	Responsible

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


I=Impact: 3 = >3 mo. delay, 2=1-3 month delay, 1=1 week – 1 mo. delay  /  P=% Probability  /  E=Exposure=Impact * Probability (higher number, greater risk)

	Change Control Register  

	No.
	Orig. Date
	Submitted

By
	Description
	Status
	Comments
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