[insert project name]
Team Member Status
The Team Member Status report is a detailed document generated periodically during the execution stage of the project by the Project Manager to gage the progress of individual team members.  The Project Manager may create this report for themselves or provide it to individual team members to help them stay on top of project activities that they own.

Best Practice!

Work with your team members on an ongoing basis to ensure that your expectations are synchronized on what has been accomplished, what needs to be accomplished, and what challenges are being encountered.  Facilitate the communication between team members who own dependent tasks so successor tasks can begin as soon as possible after predecessor tasks are complete.

Date: [insert report date]
Report Period: [insert report period]
Team Member(s): [insert name(s)]
OPEN WORK:

TASKS:
	ID
	Task
	Due Date
	Owner

	
	
	
	


ISSUES:
	ID
	Issue
	Due Date
	Owner

	
	
	
	


ACTION ITEMS:
	ID
	Action Item
	Due Date
	Owner

	
	
	
	


DECISIONS:
	ID
	Decision
	Due Date
	Owner

	
	
	
	


RISKS:
	ID
	Risk
	P
	I
	Owner

	
	
	
	
	


ACCOMPLISHMENTS:
TASKS:
	ID
	Task
	Due Date
	Owner

	
	
	
	


ISSUES:
	ID
	Issue
	Due Date
	Owner

	
	
	
	


ACTION ITEMS:
	ID
	Action Item
	Due Date
	Owner

	
	
	
	


DECISIONS:
	ID
	Decision
	Date
	Owner

	
	
	
	


*See individual respective templates for detailed information on each field.
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