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JISC Progress Report Template

The Project Management Guidelines explain the purpose of progress reports.

Fill in the information for the header, e.g. project acronym, version, and date.

Project

	Project Acronym
	
	Project ID
	

	Project Title
	

	Start Date
	
	End Date
	

	Lead Institution
	

	Project Director
	

	Project Manager & contact details
	

	Partner Institutions
	

	Project Web URL
	

	Programme Name (and number)
	Digital Libraries in the Classroom (7/01)

	Programme Manager
	


Document

	Document Title
	Progress Report

	Reporting Period
	From dd-mmm-yyyy to dd-mmm-yyyy

	Author(s) & project role
	

	Date
	
	Filename
	C:\Projects & Programmes\Personal Templates\Progress Report Template v2 July 06.doc

	URL
	if document is posted on project web site

	Access
	(  Project and JISC internal
	(  General dissemination


1. 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.

2. Project Outputs

Summarise progress milestones/deliverables achieved during the last 3 months.

3. 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
4. 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.
5. Targets for the Next 3 Months

List here what work is planned for the next 3 months in  bullet point format.  As for achievements, where there is significant variance from the project plan then please explain further.
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