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SITUATION REPORT: [Project Name]

1. PURPOSE.  To provide a brief, structured update to stakeholders and leadership regarding the status of a project or incident. It summarizes completed actions, outlines upcoming planned activities, and clearly defines any risks, issues, or critical decisions required to maintain progress.
2. CURRENT SITUATION.  [Briefly summarize what has happened and where the project currently stands. Include critical information such as timeline status, percentage of work completed, budget spent, or the inciting incident prompting the report.]
3. ACTIONS TO DATE.  [Detail the specific steps already taken to address an incident or advance project progress. Use brief bullet points or a table to illustrate completed milestones.]
a. [Action 1]
b. [Action 2]
4. ACTIONS TO BE COMPLETED.  [List the scheduled or planned next steps. State exactly what actions will be completed before the next SITREP period and where the operation expects to be by then.]
a. [Outstanding Action 1]
b. [Outstanding Action 2]
5. RISKS AND ISSUES.  [Detail risks with probability, impact, and mitigation steps and issues with resolution plans and expected dates.]
a. [Risk 1]
b. [Issue 1]
c. [Issue 2]
6. REQUIRED DECISIONS.  [Outline required actions from leadership or stakeholders with evaluated alternatives, recommendations, and deadline for the decisions.]
a. [Decision 1]
b. [Decision 2]



