Project Progress Report



Note: It is best to first save this document to your own folder under an appropriate project name, then open it in Microsoft Word to complete it.

1. Title of project, Project Manager, and Project Sponsor.



2. Background to the Project



3. Terms of Reference & Key Objectives

Overview



Key Deliverables



Objectives per key stakeholder

1.

2.

3.

4.

5.



4. Project Status Summary

Original project end date


Latest forecast end date


Original project budget


Latest forecast total spend


5. Project Manager Summary

Summary of the key events since the last project review. 



Summary of the key events to occur before the next project review.



6. Risk Assessment Update



7. Updated Time Schedule

A time plan showing the key activities.



Activities
Weeks/

Months











































































































































































































































































































































































































































































































































































































