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1 Project Team Details
Document the current team leader and members

Team Leader:


Team Members:

2 Follow-up from Previous Reports
Document any follow up as a consequence of the last report.
3 Progress Summary

3.1 Achievements and Activities during this period

List scheduled tasks that were acted on during the period and note any that were completed.

3.2 Product/Deliverables Completed this Period

List products/deliverables that were completed during this reporting period.
3.3 Schedule Status

Work package dates:

Enter information in the table below for each authorised work package task, deliverable or milestone:

· Brief description for that task, milestone or deliverable having an authorised date

· Planned completion, delivery or milestone date

· Forecast completion, delivery or milestone date

· Actual completion for each item as applicable
· Status Indicator (Red = forecast completion of the product/activity/milestone outside of the agreed tolerances, Orange =  forecast completion of the product/activity /milestone later than planned but within  the agreed tolerances, Green = forecast completion on or before due date 

	Work Package Elements 
	Completion

	
	Planned 
	Actual 
	Forecast
	Status 

	1. 
	Product A
	24/05/09
	23/05/09
	24/05/09
	

	2. 
	Product B
	07/06/09
	
	10/06/09
	

	3.
	Product C
	21/06/09
	
	01/07/09
	

	4.
	Product D
	30/04/09
	30/04/09
	30/04/09
	

	5.
	etc
	
	
	
	

	6.
	
	
	
	
	

	7.
	
	
	
	
	

	8.
	Work Package Completion Date
	01/08/09
	
	01/08/09
	

	9.
	
	
	
	
	


3.4 Budget Status

Include commentary on the budget status where the Team Leader is responsible for the budget for the work package. This should include
· Any expenditure variation from that planned – especially if the work package cost tolerances are threatened

· Resource usage variations to planned – especially where contract resources are used

Where the Team Leader is not managing the budget or resource allocations this section may not be required.
3.5 Risks

Document any emerging risks to the work package plan or its scheduled products / deliverables.
This must include commentary on any planned risk mitigation work for the work package

If new risks have emerged include a reference to the Risk Log entry.
3.6 Issues

Document any issues to the work package plan or its scheduled products / deliverables.
Include a reference to the Issue Log entry.
4 Work Planned - Next Period

List tasks scheduled during the next reporting period.
List products / deliverables scheduled for completion during the next reporting period.

Comment on any other relevant activities that are planned for the next period.
5 Other Comments

Provide any other applicable comments.
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