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JISC Progress Report Template - Brief
Before completing this template please note:

· This template is for completion by JISC funded projects

· Text in blue italics is explanatory and should be deleted in completed documents.

· The Project Management Guidelines (www.jisc.ac.uk/proj_manguide.html) explain the purpose of Progress Reports.

· Please remember to fill in the information on the header - i.e. project hashtag, doc version, and date)
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Achievements over the Past 3 Months

List here work that has been achieved over the past 3 months in bullet point format.  This should be what is detailed in the project plan so where there has been significant variance then please explain why.

Project Outputs

Summarise progress milestones/deliverables achieved during the last 3 months. Where there is significant variance from the project plan then please explain further.

Issues
Outline any issues that have occurred or been managed over the last  months including details of what the issue was, who has dealt with it and what has been done.  Where the issue is ongoing, include details of what is going to be done to address it over the next 3 months. Examples of what may be included are changes to budget, schedule, scope of work, approach to work
Risk Analysis

List any updates on the status of risks in the project plan over the last 3 months and any risks that may need to be addressed over the next 3 months.  Please note that this is on a highlight basis only and does not need to cover any risks whose status has not changed.
Targets for the Next 3 Months

List here what work is planned for the next 3 months in bullet point format.  
Checklist:

Before you return this report:

· Ensure you have updated your project budget spreadsheet, this should be submitted to your Programme Manager alongside this report

· Ensure that your project webpage on the JISC website is up to date and contains the correct information. Attach details of any required amendments to this report. Project webpages can be found from: http://www.jisc.ac.uk/whatwedo/projects.aspx 

· If there have been any changes to the original project plan and/or work packages, ensure that amended copies of the relevant sections of your project plan are attached to this report.
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