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Progress Report Template

	Project Name
	<Name of project>

	Report compiled by
	<Project Manager>

	Reporting period
	<Dates covered by report (e.g. Mar-Sep 11)>

	Overview

	<Short overview of progress in the period>.

	Progress in Current Period

	<Report on activities and progress made in the reporting period>. 



	Progress Planned for Next Period

	<Report on activities and progress planned for the next reporting period>. 


	Milestones

	<Summarise the key high level milestones. Where are we now? What has been achieved? What’s overdue? What’s next?>


	Deliverables

	<What are the main deliverables we’ve been working on in the period Have there been any deliverables achieved in the period?>







 

	Risks, Issues and Challenges 

	<Report on any issues or problems that have impacted on the development and implementation of the project during the reporting period. Detail what impact any issues may have on the achievement of project targets, and set out how you plan to tackle these issues. Report on any unexpected project achievements. In this section you can list whether there have been changes in risks, whether they have become issues and whether new risks have been identified>.




	Scope Control

	<Is everything on track regarding the project scope? Monitoring and controlling “Plan vs. Actual”?>  





	Cost Control

	<Is everything on track regarding the project budget? Monitoring and controlling “Plan vs. Actual”?>  



	Schedule Control

	<Is everything on track regarding the project schedule? Monitoring and controlling “Plan vs. Actual”?>  



	Next Steps  

	<In this section you should summarise the next big steps for the next stage of the project>. 
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Project Manager
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File: Project Progress Report Template_v1_2.doc			Page | 1

ETM Consultancy and Training Pty Ltd		16th Jan 2014

