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Purpose  
The purpose of a Highlight Report is to provide the Project Board with a summary of the stage status at intervals defined by the Board. The Board will use the report to monitor stage and project progress. The Project Manager (who normally produces the report) also uses the report to advise the Project Board of any potential problems or areas where the Board could help.
Content
The example Highlight Report template included below goes beyond the minimum recommended PRINCE2 content for a Highlight Report. It represents a working example with has been used in several NI projects. This is one of the least prescriptive project reports in that together with the Project Manager, the Board should decide what information they need to see regularly included.
Quality Criteria

· Accurate reflection of checkpoint information

· Accurate summary of Risk & Issue Logs

· Accurate summary of plan status
· Highlighting any potential problem areas
3. Example Highlight Report

	1.
Project Information

	

	2.
Project Status

	
	
	
	
	

	Overall RAG

Status:
	
	
	

	
	
	
	
	

	
	Budget
	
	Project

	
	Planned
	Expected
	Variance
	
	Planned (%of project complete)
	Delivered %
	Variance

+/-

	Cost £000s
	
	
	
	
	
	
	

	Completion Date
	
	
	
	
	
	
	

	
	
	
	
	
	

	

	3.
Products to be Completed during this period

	
	Key milestones deliverables
	Planned Date
	Achieved Date
	Variance
	Explanation

	

	4.
Change Control

	
	

	Change
	Impact

	
	Budget/Resource
	Schedule

	
	
	

	
	
	

	

	5.
Issues and Opportunities 
New and Update

	

	6.
Major Risks



New and Update

	

	7.
Outlook and Next Period


Highlight Report
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