[image: image1.jpg]é/\

RoL

FreeCode

D





Highlight Report

<Name of product>
for
<name of customer>

 1  Document properties

 1.1  Background

This document is the Highlight Report as according to PRINCE 2. It is intended to provide the Project Board with a summary of the stage status at intervals defined by them. It may be once a week or once a month. The report is sent by the Project Manager.

 1.2  Revision history

Below is the history of the document. The columns show the document version, the version date, a short description of the corresponding version, along with the name of the responsible person.

Table 1: Document history

Revision
Date
Description
Responsible

Draft
2009-01-16
Initial draft
KS

2009-02-16
2009-02-16
License and QA mods
KS

 1.3  Approvals

<The person signing this document should either be the representative for the Board, or in the case of the project being an external project, the Customer.>

This document requires the following approvals. Signed approval forms are filed in the project files.

Table 2: Approvals.

Name
Title
Signature
Date of issue
Version







 2  Report details

<Time period covered by the report>

 2.1  This period

 2.1.1  Budget

<Budget status listed in money and hours>

 2.1.2  Schedule

<Where in the schedule are we? What is being worked on>

 2.1.3  Products

<List of completed products and accomplishments>

 2.2  Actual or potential problems

<Mention them as early as possible to avoid surprises and to manage them appropriately>

 2.3  Risk update

<Any necessary updates to mention>

 2.4  Next period

<Products to be completed>

 2.5  Project Issue status

<Collect data from the IMS>

 2.6  Tolerance situation

<Usage of tolerance, forecasted usage>

 3  Changes

<Impact on budget and schedule>
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