APPENDIX I

[bookmark: _Hlk45107987]PROJECT STATUS REPORT INSTRUCTIONS AND FORMAT


Site Name:________________ Report No: ____      Work Assignment No:_______________

Period of: __________________  to  __________________


Work Planned This Period:

List the work you planned to accomplish during this time period.  This element should reflect the work that you reported as planned in the previous report.  Additions and deletions in the planned work shall be indicated here. 

Work Accomplished During This Period:

This section shall include a synopsis of activity at the site.  Each task shall be considered, but a comment is not required if there was no activity in that task during the reporting period.  Reports that are vague or too general are of limited value.  The contractor shall provide concise statements that provide enough information to accurately summarize and document work performed.

Deliverables Submitted:


Waste Material Removed (date-hauler-type-quantity-destination):
   
This includes waste material generated during site remediation services.  List date of removal, subcontractor's name, type waste(s), quantity, destination and any other relevant facts.

Work Planned But Not Accomplished This Period:

The reason(s) for the delay shall be reported.

Problems and/or Unanticipated Difficulties Encountered and Action(s) Taken to Resolve the Issue(s):

This section shall reflect any problems noted during the week and how they were or will be resolved.  This section shall provide sufficient detail to summarize the problem.  Unresolved problems shall be noted and referred for resolution.


Work Plan Changes Anticipated and/or Made:

Information presented in this area is for documentation purposes.  Note if a Change Order was initiated or issued during the week.  Changes in schedule or revision of deliverable dates must be noted.  All changes in key personnel at the site must be reported.

[bookmark: Check5][bookmark: Check6][bookmark: Check7]Schedule Status:   Behind  |_|   On Schedule |_|    Ahead  |_|

A more detailed schedule may be submitted if requested.

Project Cost Analysis (See Attached): 

Information to explain certain expenses reported on the Project Cost Analysis Form for the “Amount Spent this Week” shall be reported in this area.

Work Planned for the Next Reporting Period:  

This report category serves as a short-term notice of events planned to take place during the next reporting period.  In addition to work items, this area can be used to report holidays, a shortened workweek or other appropriate events



Project Manager: ____(Name)           _____________  Date: _____      ___


Additional Instructions:

The report format/headings may be modified with the approval of the Commonwealth’s Contract Manager or Regional Project Manager.

The Commonwealth may suspend or request a change in frequency for the report commensurate with changes in project activity.  

The report must be submitted to the Regional Project Manager and the Contract Manager no later than noon on the Wednesday following the ending of the reporting period.
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SAMPLE

SITE NAME:  ________________________				

WORK ASSIGNMENT NO: __________________________

PROJECT COST ANALYSIS
FOR THE PERIOD OF  _______________


	Tasks
	Amount Spent This Period
	Amount Spent (1)
	Amount Authorized
	Amount Remaining
	% Spent v
Authorized (2)
	%  Work
Completed
(3)

	00  Project Management
	362
	11,247
	15,561
	4,314
	72
	70

	01  Work Plan/Procurement
	0
	13,254
	15,313
	2,059
	94
	100

	02  Drum Staging/Sampling
	7,390
	26,869
	28,136
	1,267
	95
	90

	03  Waste Transportation and Disposal
	0
	0
	19,079
	19,079
	0
	0

	04  Final Report
	0
	0
	12,333
	12,333
	0
	0

	TOTALS
	7,752
	51,370
	90,422
	39,052
	57
	50



      		  				   	      		  
(1)  Include "AMOUNT SPENT THIS PERIOD". This total shall also include subcontract and Other Direct Cost (ODC) items that have been incurred but not invoiced to the prime contractor yet.  The contractor may propose, for approval of the Contract Officer, another means to show the subcontract and ODCs that have been incurred but not invoiced to the prime contractor.

(2)  The “Spent” potion of the percentage shall include all incurred costs, including subcontractor and ODC work items performed/delivered but not invoiced to the prime contractor.

(3)   Estimate the physical amount of work completed.

