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How to use: replace every pale yellow line, then delete the grey guidance lines. Keep the same shape for every project, every week. Every line must pass one test: would a leader act on it or remember it? Every claim must trace to a source in your working records, even though this published status carries no citations. (MIRR Guide 5.4 and 7.4)
STATUS
One sentence on how the project is doing. If it is not on track, add what gets it back on track and by when.
The project is [on track / at risk / off track]. [One sentence on why.]
1. Back on track: [what needs to happen] by [date]. (Only when not on track.)
OBJECTIVE
What the project is and why it exists, in two lines anyone can read.
[What this project delivers, and the reason it exists.]
ACCOMPLISHMENTS
Outcomes that matter, not activity. One idea per line. No implementation detail.
1. [Outcome]
1. [Outcome]
KEY MILESTONES
What is coming next, with dates. Upcoming or in progress only, never past.
1. [Date]: [Milestone]
1. [Date]: [Milestone]
RISKS AND DECISIONS NEEDED
Kept visible, and owned. Say what is needed from leadership, from whom, and by when.
	Risk or decision
	Owner
	Needed by

	[Risk or decision needed]
	[Owner]
	[Date]

	[Risk or decision needed]
	[Owner]
	[Date]
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