
PROJECT MANAGEMENT 
PLAYBOOK

MONITOR PROGRESS AND CONTROL QUALITY

Develop a project 
status report



COMPLETE: Identify the types of information to share

NAME AND TITLE INFORMATION & EXAMPLE
Provide the level of information: (High, very detailed, etc.) and 
an example.

Project team Diana Delaney, Software Engineer
Stu Sampson, Quality Engineer
Andy Adler, Content Creator
Rika Rickles, Chatbot Rep.
Hans Hindleman, Product Designer
Naomi Brown, Customer Service Lead

Detailed, task level information. Include task status, dependencies, 
blockers, upcoming activities, and actions needed. 
Example: The chatbot scenarios are blocked due to resource/skill 
constraints. Diana and Rika need to coordinate on the technical 
requirements and next steps.

People managers engineering@moodies.com
design@moodies.com
content@moodies.com 

Summary level information focused on team capacity, resource issues, and 
escalations. 
Example: Product design is behind schedule because of an unexpected 
absence, which may affect dependent activities. A resource adjustment 
may be needed to recover the schedule.

Executive leadership Bernard Bentley, Chief Financial Officer
Melinda Carlyle, Head of Customer Experience

High level, strategic information focused on overall project health, major 
risks, budget, schedule, and decisions needed. 
Example: Delays in design and chatbot development may put the planned 
launch date at risk. Leadership approval may also be required for additional 
content budget.

What level of information is important to each group? List at least one example for each. Review the 
PROJECT PLAN here.
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https://docs.google.com/spreadsheets/u/0/d/1-6hnO7AhbF7Aj7yg6v10i4IGdzwvUIJDmFMQWLC1Mx8/edit


COMPLETE: Project health snapshot

Overall project 
health

Progress towards 
completion

Project due date Weeks until launch

PROMPT/ 
QUESTION

Is your project at green, 
yellow or red?

Calculate the amount 
of work that has been 
completed.

When is this project 
scheduled to be 
completed (ie what’s 
the due date)?

How many weeks does 
the project team have 
to complete the 
remaining work?

RESPONSE RED – At Risk: 41.18% of 
project activities are 
complete, with 1 task 
overdue and 2 tasks 
blocked. Several critical 
activities, including QA, 
customer training, soft 
launch, and final launch, 
have not yet started. 
Immediate action is 
needed to address 
blockers and protect the 
April 8 launch date.

41.18% Apr 08 4 weeks
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COMPLETE: Evaluation and explanation

PROMPT/QUESTION RESPONSE

Explain your reasoning. What 
factors went into determining the 
overall health of this project? Be 
sure to include:

● The formula you would use to 
calculate progress towards 
completion.

● What specific pieces of 
information in the project plan 
make you confident in your 
assessment of the health risk? 
LIst at least two.

Formula used to calculate progress is 

Progress % = (Number of completed activities ÷ Total number of activities) × 100

= (7 ÷ 17) × 100 = 41.18%

Factors supporting the RED health assessment:

1. Schedule risk: Only 41.18% of activities are complete, while 5 activities (29.41%) have not started 
and the project has only 4 weeks until the April 8 launch.

2. Blocked and overdue work: 1 activity is overdue (product design templates) and 2 activities are 
blocked, including the creation of 16 chatbot FAQ scenarios. These delays can affect dependent 
activities.

3. Critical downstream activities: QA testing, customer training, internal soft launch, and final 
product launch have not started, leaving limited time to complete and test the remaining work.

Overall assessment:

The combination of low completion, blocked/overdue activities, and limited time remaining 
makes the project RED – At Risk and requires immediate action to protect the April 8 launch 
date.
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COMPLETE: Project & status orientation

PROMPT/QUESTION RESPONSE

Create your email introduction. 

Address the following:

● Why might someone be on the mailing list 
for this project?

● What are the agreed upon goals for this 
project? List at least two.

● Where can people receiving this email find 
more information? 

Feel free to reference the Mentors R Us project status 
report example as you complete the next slides. 

Subject: Weekly Project Update – Moodie’s Customer Support Redesign

Hello everyone,

You are receiving this email because you are part of the Moodie’s project team, 
leadership team, or stakeholder group involved in the Moodies Customer Support 
Redesign project. This update provides a snapshot of project progress, health, 
current risks, and actions needed.

As a reminder, the agreed upon goals of this project are to:

● Increase customer satisfaction by 20%.
● Reduce customer service representatives’ time spent on inquiries by 40%.
● Reduce customer questions through social media by 80%.

For more information on project tasks, timelines, owners, and status, please review 
the Moodies Project Plan . 

If you have any questions, need more information, or have feedback on this update, 
please don’t hesitate to reach out to me directly.

Best,
Radha Manjunath
Project Manager
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https://drive.google.com/file/d/1bRQtq2UP3plYv1eQOWrrAxF5TIP1LZfe/view?usp=drive_link
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COMPLETE: Provide a quick synopsis
PROMPT/QUESTION RESPONSE

Based on the project plan, what information is 
absolutely critical for everyone to know? 

Create a TL;DR in the same style of the status 
report. Provide a headline and then include the 
following:

● Are there any concerns that people should be 
aware of?

● If so, how are you/your project team planning 
to address them?

● Are there any immediate action items for 
anyone outside the project team?

TL;DR – Project is at risk of schedule delays; immediate attention is needed to address blocked 
work and protect the April 8 launch.

The team is currently 41.18% complete. Product design templates are overdue, which has blocked 
FAQ development. In addition, creation of the 16 chatbot scenarios is blocked due to skill and time 
constraints. These delays may affect downstream activities, including QA, customer training, and 
the planned launch.

How we are addressing the concerns:

● The team is prioritizing the remaining design work and completing content ingestion as pages 
are received.

● The team is evaluating options for completing the chatbot scenarios, with contracting external 
support as the preferred option.

● The project team will continue monitoring the schedule and dependencies closely to protect 
the April 8 launch.

Immediate action outside the project team:

● Leadership approval is needed for the additional budget allocation required to contract out 
new content creation and potentially support chatbot scenario development.

AI
Check your work with AI. Share your email introduction with your favorite AI tool, then ask for a curated 
TL;DR. How does it compare to what you authored? (Optional)
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COMPLETE: Share insights & recommendations

PROMPT/QUESTION RESPONSE

Based on the information you’ve 
captured on the project plan, your 
knowledge as a project manager, and the 
assessed health risk, provide at least  two 
insights and two recommendations. 

Remember that effective insights and 
recommendations provide a meaningful 
and unique perspective for your 
stakeholders, and demonstrates your 
expertise as a project leader. 

Based on the project plan and the RED – At Risk assessment, I would use these:

Insight 1: The overdue product design templates are creating a cascading schedule risk 
because FAQ development depends on those templates. With only four weeks remaining 
before launch, additional delays could affect QA, training, and launch activities.

Recommendation 1: Prioritize the remaining design templates and coordinate closely 
with Content to begin FAQ development immediately as templates become available.

Insight 2: The chatbot work has a resource and skills constraint, making it difficult for 
the current team to complete all 16 scenarios within the timeline.

Recommendation 2: Obtain approval for external support to complete the chatbot 
scenarios. If additional support cannot be secured quickly, consider launching with fewer 
scenarios and adding the remaining scenarios incrementally.
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COMPLETE: Action items & next steps

PROMPT/QUESTION RESPONSE

List at least three action steps for the 
project team and/or relevant stakeholders. 
Be sure to Include:

● Who owns the action item
● When it’s due
● What will be accomplished or delivered 

once the action item is done
● If there will be follow up from you and 

when

1. Complete Product Design Templates
 Owner: Hans Hindleman | Due: Mar 10
 Action Item : Complete remaining templates to unblock FAQ development. 
 PM follow-up: Mar 11

2. Resolve Chatbot Resource Constraints
 Owner: Rika Rickles + PM | Due: Mar 11
 Action Item : Confirm approach for completing 16 chatbot scenarios. 
 PM follow-up:Mar 12

3. Approve Additional Budget
 Owner: Leadership / Project Sponsor | Due: Mar 12
Action Item : Approve funding for contracted content/support. 
PM follow-up: Mar 13.

Note : Due dates were set based on March 8 as the reporting date, with 4 weeks 
remaining until the April 8 launch. 
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