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How do I create a project report in Word?
                        

                        Make your own report Click Report > New Report. Pick one of the four options, and then click Select. Give your report a name and start adding information to it. Blank Creates a blank canvas. Use the Report Tools Design tab to add charts, tables, text, and images.

                    

                                    
                        
                            
What is a project status report template?
                        

                        A project status report is a project management document that captures the current status of a project in terms of project health and project progress. It's a project reporting tool to relate necessary information to project stakeholders such as clients, sponsors, and/or team members.

                    

                                    
                        
                            
How do you write a project status report template?
                        

                        Elements to include in a weekly project status report Introductory note. Brief summary of what happened last week and what's happening this week. Overall project timeline completion. Budget status. Upcoming tasks and milestones. Action items. Project risks, issues, and mitigation plans.

                    

                                    
                        
                            
How do I create a project report template?
                        

                        Suggestions and Tips Keep your project report template short yet comprehensive. Define the audience. Make the report not just readable but pretty and attractive. Develop a top-down approached structure for your project report sample. Make sure your project report document highlights the biggest issues and risks.
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                        What Is a Project Status Report? A project status report is a document that describes the progress of a project within a specific time period and compares it against the project plan. Project managers use status reports to keep stakeholders informed of progress and monitor costs, risks, time and work.
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                        8 steps to write a great project status report Build your report where work lives. Name your report. Indicate project health. Quickly summarize the status report. Add a high-level overview of each key area. Add links to other documents or resources. Flag any blockers the project has run into. Highlight next steps.
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