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Committee Status Report

District Executive Committee

Committee Reporting: <Committee Name>
Report Presenter: <Presenter Name, Ed Level>
E-mail: <contact address>
<Enter Meeting Date> 
The following bullets are provided as guidelines for preparing your report.  You should replace/remove them as you insert your report detail.
Status Summary

· Is your team on track for their goals/deliverables?

· If there are deliverable, has your delivery date changed?

· If you have budget impacts, are your expenditures on track?

· Will there be any new deliverables not on original plan? 

Progress

· List achievements and progress since last status update was given. If specific members are contributing to those achievements, mention their names.

· Address schedule/target implications

· Highlight those things that made progress possible

Areas in Need of Attention

· List delays and problems since last status update was given

· List corrective actions being taken 

· Address schedule implications, in needed.

· Issues that are causing delays or impeding progress

· Explain why problem was not anticipated

Goals for Next Review

· What targets/milestones you will report on at next meeting

· Specific items that will be done by next meeting

· Issues that will be resolved by next meeting

· Communicate any calls to action needed by members of the audience
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