Title
Author(s)
Date and number of report (nice for reference) 
 
Boilerplate reference material

· Project Description( link to CD projects page 

· Master schedule/drivers( link to GDM page? 

Project manager’s summary
High level summary of the activities on the project including significant achievements

Resources used (budget, effort) 
A description of the resources used should be included in this section, using crystal reports and the effort tracking facility to supply.  Variances from the nominal resource use should be discussed, for example unexpected demands on an individual who contributes to two projects can cause a variance in effort.

Schedule/Milestones 
These should be discussed in the context of the master schedule from the reference material.  Variances from the nominal schedule or milestones should be discussed, for example an unexpected stakeholder need required the priorities to change which lead to a schedule slip in a different

Changes to the plans presented in the previous report:

Changes to the previously reported plans, including variances and changes in requirements, schedule and deliverables.

Presentations/reports/documentations

A list of titles and links.

Sub-project leader reports
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