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TEST SUMMARY REPORT
[Project Name]  |  [Release / Build]  |  [Test Phase]
	HOW TO USE THIS TEMPLATE
1. Replace every yellow cell with your own content. Grey text in brackets shows the expected format.
1. The right-hand "Guidance" column explains each field. Keep it for training, or delete it before issuing the report.
1. Add or remove table rows as needed. If a section does not apply, write "Not applicable" and give the reason.
1. Use the companion workbook (Test_Summary_Report_Metrics.xlsx) to calculate percentages, then paste the numbers here.
1. Run the checklist in Appendix C before you issue the report.



1. Document Control
Purpose: Identifies exactly which report this is, what it covers, and who is accountable for it.
	Field
	Your entry
	Guidance (delete this column before issuing)

	Report ID / Version
	[TSR-PRJ-SIT-C2-v1.0]
	Unique ID that follows your document-control convention. Raise the version each time the report is re-issued (v0.1 = draft, v1.0 = first issue).

	Project / Product
	[Project name]
	Official name, exactly as written in the test plan and project charter.

	Release / Build tested
	[Release 3.2, build 3.2.0-rc4]
	The exact build under test. If several builds were tested, state the first and the last.

	Test phase / cycle
	[System Test, cycle 2 of 3]
	Unit, Integration, System, Regression, UAT, and so on. Issue one report per phase or cycle.

	Reporting period
	[dd-mmm-yyyy to dd-mmm-yyyy]
	Actual first and last execution dates (not the planned dates).

	Report date
	[dd-mmm-yyyy]
	All metrics are a snapshot as of this date. State the data-extraction time if metrics change hourly.

	Prepared by
	[Name, role]
	Usually the Test Lead or QA Manager.

	Reviewed / approved by
	[Name(s), role(s)]
	Reviewers and approvers. Formal sign-off is recorded in Section 12.

	Related documents
	[Links]
	Test Plan, Test Strategy, Requirements Traceability Matrix (RTM), defect dashboard, test-case repository.

	Distribution
	[Names / groups]
	Who receives this report: project sponsor, product owner, dev lead, release manager, and so on.


2. Executive Summary
Purpose: Lets a busy stakeholder decide without reading anything else. Write this section last.
	Field
	Your entry
	Guidance (delete this column before issuing)

	Overall test status (RAG)
	[Green / Amber / Red]
	Green = all exit criteria met. Amber = some criteria not met, but a credible recovery plan and owner exist. Red = release at risk with no credible plan.

	Release recommendation
	[Go / Conditional Go / No-Go]
	Give one clear recommendation. For Conditional Go, list the conditions in Section 12.

	Summary (3-5 sentences)
	[What was tested, how it went, biggest risk, decision needed]
	Include the headline numbers: % executed, % passed, and open Critical/High defects. Avoid jargon; assume the reader stops after this box.

	Key achievements
	[2-4 bullet points]
	Positive outcomes, such as critical flows verified, performance targets met, or zero regressions in a key area.

	Key concerns
	[2-4 bullet points]
	The issues that could stop or delay release. Each concern should link to a defect ID or risk ID.


3. Test Scope
Purpose: States what was tested and, just as important, what was not.
	Field
	Your entry
	Guidance (delete this column before issuing)

	In scope (features / modules)
	[List features, epics or user-story IDs]
	Must match the approved Test Plan. Reference requirement IDs where possible.

	Out of scope / not tested
	[List items and the reason for each]
	Stakeholders often assume "not mentioned = tested". Name every exclusion (deferred feature, third-party system, environment limitation).

	Test types performed
	[Functional, regression, integration, API, performance, security, usability, compatibility]
	Tick or list each type actually executed. Add a one-line result per type if useful.


4. Test Environment and Tools
Purpose: Lets readers judge how closely the test setup resembles production, so they know how far to trust the results.
	Field
	Your entry
	Guidance (delete this column before issuing)

	Test environment(s)
	[Env name, URL / host, configuration]
	State the key differences from production (data volume, hardware, integrations mocked or live).

	Platforms / browsers / devices
	[e.g. Chrome 128, Safari 18, Android 15, iOS 18]
	The compatibility matrix actually tested, not the one planned.

	Test data
	[Source, masking, refresh dates]
	Say whether the data is synthetic or masked production data, and note any data issues that affected results.

	Tools used
	[Test management, defect tracker, automation, performance, CI]
	Include tool names and versions, for example Jira, TestRail, Selenium, JMeter, Postman.

	Environment issues
	[Downtime, config errors, and their impact]
	Record outages and their effect on execution (blocked tests, lost days). This supports the deviations in Section 9.


5. Test Execution Summary
Purpose: The core of the report: how many tests were planned, how many ran, and what the results were.
	Module / Feature
	Planned
	Passed
	Failed
	Blocked
	Not Run
	% Exec
	% Pass

	[Module A]
	[n]
	[n]
	[n]
	[n]
	[n]
	[%]
	[%]

	[Module B]
	[n]
	[n]
	[n]
	[n]
	[n]
	[%]
	[%]

	[Add rows]
	
	
	
	
	
	
	

	TOTAL
	Sum
	Sum
	Sum
	Sum
	Sum
	Calc
	Calc


Note: Planned = Passed + Failed + Blocked + Not Run.  Executed = Passed + Failed.  % Exec = Executed / Planned.  % Pass = Passed / Executed. Numbers must match the test-management tool on the report date. The workbook calculates every column for you.
	Field
	Your entry
	Guidance (delete this column before issuing)

	Execution narrative
	[Short summary of progress and trend]
	Explain the story behind the numbers: pace, retest cycles, and any modules that lagged.

	Blocked tests: reasons
	[Count, cause, blocking defect / issue IDs]
	List the cause of every blocked group (defect, environment, missing data). Blocked tests hide risk, so never leave this blank.

	Not-run tests: reasons
	[Count, cause, plan to execute or defer]
	Say whether the tests will run in the next cycle, were descoped, or were dropped, and who approved that.

	Automation share
	[n automated of N total = %]
	Share of executed tests that were automated, and the regression suite pass rate if run separately.


6. Test Coverage
Purpose: Shows how much of what should be tested was actually tested.
	Field
	Your entry
	Guidance (delete this column before issuing)

	Requirements in scope
	[n]
	Total requirements or user stories in the RTM for this release.

	Requirements covered by at least one test
	[n  (%)]
	Requirements covered = requirements with one or more mapped test cases, divided by total requirements in scope.

	Requirements fully verified (all tests passed)
	[n  (%)]
	A requirement counts as verified only when every mapped test has passed. This is a stronger measure than coverage.

	Uncovered requirements
	[IDs, reason, agreed action]
	Name each requirement with no tests and say why (for example, deferred to the next release).

	Code coverage (if measured)
	[Statement % / branch %, tool]
	Report the figure from the unit-test or instrumentation tool and state the source. Write "Not measured" if it does not apply.


7. Defect Summary
Purpose: Shows the quality of the product and how much unresolved risk remains.
	Severity
	Open
	Fixed / Retest Pending
	Closed
	Total

	Critical
	[n]
	[n]
	[n]
	[n]

	High
	[n]
	[n]
	[n]
	[n]

	Medium
	[n]
	[n]
	[n]
	[n]

	Low
	[n]
	[n]
	[n]
	[n]

	TOTAL
	Sum
	Sum
	Sum
	Sum


Note: Count only valid defects here. Report rejected, duplicate and "cannot reproduce" items separately below. Use the severity scale defined in the Test Plan.
	Field
	Your entry
	Guidance (delete this column before issuing)

	Defect density
	[defects per KLOC or per 100 test cases]
	Total valid defects divided by size (KLOC or function points) or by tests executed. State which basis you used so releases can be compared.

	Closure rate
	[% closed]
	Closed defects divided by total valid defects. Also report defects "fixed, awaiting retest".

	Rejected / duplicate defects
	[n]
	A high rejection rate points to unclear requirements or test-case quality problems.

	Defect distribution by module
	[Top 3 modules, with counts]
	Highlights defect clusters. Modules with many defects deserve extra regression next cycle.

	Defect trend
	[Opened vs closed per week; insert chart]
	A trend where closures overtake new defects indicates stabilization.



Open Critical and High Defects
	Defect ID
	Summary
	Severity
	Module
	Status
	Owner / ETA

	[DEF-000]
	[One-line description of the impact]
	[Critical]
	[Module]
	[Open]
	[Name / date]

	[Add rows]
	
	
	
	
	


Note: List every open Critical and High defect individually. Decision makers care most about these.
8. Exit Criteria Evaluation
Purpose: Compares actual results with the exit criteria agreed in the Test Plan. This is what justifies the recommendation.
	Criterion
	Target
	Actual
	Status
	Comment

	[100% of planned tests executed]
	[100%]
	[%]
	[Met / Not Met / Waived]
	[Reason or waiver approver]

	[Pass rate of executed tests]
	[>= 90%]
	[%]
	[ ]
	

	[Open Critical defects]
	[0]
	[n]
	[ ]
	

	[Open High defects]
	[<= 2]
	[n]
	[ ]
	

	[Requirements coverage]
	[>= 95%]
	[%]
	[ ]
	

	[Performance target]
	[e.g. p95 <= 3 s]
	[value]
	[ ]
	


Note: Copy the criteria from the approved Test Plan; do not invent new ones. If a criterion is waived, name who approved the waiver.
9. Deviations from Plan
Purpose: Explains where reality differed from the plan, and why.
	Field
	Your entry
	Guidance (delete this column before issuing)

	Schedule variance
	[Planned vs actual dates, variance in days]
	State the cause: late build, environment downtime, defect fix delays, scope change.

	Effort variance
	[Planned vs actual person-hours or days]
	Use this to improve future estimates.

	Scope changes
	[Added / removed items, approval reference]
	Reference the change request or approval for each change.


10. Risks, Issues and Limitations
Purpose: Tells readers what could still go wrong and what the testing could not cover.
	ID
	Risk / Issue
	Impact
	Mitigation / Action
	Owner

	[R1]
	[Describe the risk or issue]
	[High / Med / Low]
	[Planned action]
	[Name]

	[Add rows]
	
	
	
	



	Field
	Your entry
	Guidance (delete this column before issuing)

	Assumptions and limitations
	[Anything that limits how far the results can be trusted]
	Examples: stubbed integrations, reduced test data, un-tested browsers, third-party sandbox differences from production.


11. Lessons Learned and Recommendations
Purpose: Turns this cycle into improvements for the next one.
	Field
	Your entry
	Guidance (delete this column before issuing)

	What went well
	[2-4 points]
	Practices worth repeating.

	What could be improved
	[2-4 points]
	Describe the problem and its impact, not who caused it.

	Recommendations
	[Actions with owner and date]
	Make each recommendation specific and assignable (for example, "Refresh test data before each cycle, owner QA Lead, by 30-Sep").


12. Recommendation and Sign-off
Purpose: Records the formal decision and who made it.
	Field
	Your entry
	Guidance (delete this column before issuing)

	Final recommendation
	[Go / Conditional Go / No-Go]
	Must match Section 2.

	Conditions (if Conditional Go)
	[Numbered list of conditions]
	Each condition should be measurable, for example "Zero open Critical defects and DEF-1042 retested and closed by 25-Sep".



	Role
	Name
	Decision
	Signature
	Date

	Test Lead
	
	
	
	

	QA Manager
	
	
	
	

	Development Manager
	
	
	
	

	Product Owner
	
	
	
	

	Project Manager
	
	
	
	


Appendix A: Metric Definitions and Formulas
	Metric
	Formula
	Notes

	Planned tests
	Passed + Failed + Blocked + Not Run
	Total in the approved plan for the cycle.

	Executed tests
	Passed + Failed
	Blocked and Not Run are excluded.

	% Executed
	Executed / Planned x 100
	Progress against plan.

	% Passed (of executed)
	Passed / Executed x 100
	Quality of what was tested.

	% Passed (of planned)
	Passed / Planned x 100
	Stricter view; unexecuted tests count against you.

	% Failed
	Failed / Executed x 100
	

	% Blocked
	Blocked / Planned x 100
	Above 5% usually needs escalation.

	Requirements coverage
	Requirements with >= 1 test / Total requirements x 100
	

	Requirements verified
	Requirements with all tests passed / Total requirements x 100
	

	Defect density
	Valid defects / KLOC (or per 100 tests executed)
	State the basis used.

	Defect closure rate
	Closed defects / Total valid defects x 100
	

	Automation coverage
	Automated tests / Planned tests x 100
	

	Schedule variance
	(Actual duration - Planned duration) / Planned duration x 100
	Positive = late.


Appendix B: Status Definitions
	Term
	Definition

	Passed
	Actual result matches expected result; no deviation observed.

	Failed
	Actual result differs from expected result and a defect has been raised.

	Blocked
	Test cannot be run because of an open defect, environment issue or missing data or dependency.

	Not Run
	Test was planned but has not been executed and is not blocked.

	Severity: Critical
	System crash, data loss, security breach or a core business flow that cannot be completed; no workaround.

	Severity: High
	Major feature broken or seriously degraded; a workaround exists but is impractical.

	Severity: Medium
	Feature partly affected; reasonable workaround available.

	Severity: Low
	Cosmetic issue or minor inconvenience with no functional impact.


Note: Adapt the severity definitions to those in your Test Plan so this report and your defect tracker use the same scale.
Appendix C: Pre-Issue Checklist
1. Totals reconcile: Planned = Passed + Failed + Blocked + Not Run in every row and in the total row.
1. Numbers match the test-management and defect-tracking tools on the report date.
1. Every open Critical and High defect is listed by ID in Section 7.
1. Every blocked and not-run group has a stated reason and plan.
1. Exit criteria are copied from the approved Test Plan, and each has a Met / Not Met / Waived status.
1. The recommendation in Section 2 matches the evidence and the sign-off in Section 12.
1. All yellow placeholder cells are replaced; the guidance column is removed if not needed.
1. Version number, report date and distribution list are correct.
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