Quarterly Project Status Report Letter of Transmittal


TO: Chief Information Technology Officer, of Appropriate Branch
FROM: [Project Sponsor - Name and title of senior executive or official sponsoring the project] 

AGENCY NAME: 

REPORTING PERIOD: 

PROJECT NAME: 
PROJECT ACRONYM:  


Subproject Name and Number: 

NAME OF PROJECT MANAGER: 

Is the Project Manager certified in the State of Kansas Project Management Methodology?  Yes ____    No ____

  If No and the Project Manager is certified, please indicate the name of the organization.
NAME OF PERSON WHO PREPARED STATUS REPORT: (include e-mail and phone number)
NAME OF VENDOR (if known):

PROJECT STATUS SUMMARY  (Established procedures should be followed for changes to project plans.  Changes are not approved in this reporting document.)  

Project Cost to Date: $__________   Internal Cost to Date: $_________   External Cost to Date: $________

Subproject Cost to Date

Subproject   ___:  $___________     Internal Cost to Date: $_________   External Cost to Date: $________

Subproject   ___: $____________    Internal Cost to Date: $_________   External Cost to Date: $________
      Subproject   ___: $___________     Internal Cost to Date: $_________   External Cost to Date: $________

Subproject   ___:  $___________     Internal Cost to Date: $_________   External Cost to Date: $________
      Subproject ___: $____________     Internal Cost to Date: $_________   External Cost to Date: $________
Adjusted Project and/or Subproject Start Date (if different from DA-518 detailed plan):

Adjusted Project and/or Subproject End Date (if different from DA-518 detailed plan):

On Schedule?  Yes _____    No______ 



On Budget?  Yes ______   No ______
Project Schedule Change or Overrun Greater Than 10% or $1,000,000?  Yes ______    No ______ 

Adjusted Project and/or Subproject Budget (if different from current DA-518 detailed plan):

Progress status statement:  (3 or more sentences to be used for summary report)

CHECKLIST FOR COMPLETENESS: 

______   Letter of Transmittal 



______   Work Product Identification 

______   Estimated Cost at Completion


______   Copies of Project Change Management Requests
______   Work Breakdown Structure
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