Weekly Progress Report

Project Name

By: Name, TL

Report date: dd-MMM-yyyy # Project Week



A. Outstanding Issues

B. Completed Work


C. Work Currently Underway


D. Work to be started

E. Overview of Milestones

	MILESTONE
	
	
	     AVAILABILITY

	
	Planned
	Revised
	Actual
	Description

	Milestone 1
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


F. Overview of Deliverables

	DELIVERABLE
	
	         AVAILABILITY
	
	

	
	Status of Reviews
	Planned
	Revised
	Actual

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


G. Overview of Resources

Development Resources

	RESOURCE
	START
	FINISH
	PLANNED CAPACITY
	ACTUAL CAPACITY
	SPENT CAPACITY
	% (spent/ actual)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Reviews
	START
	FINISH
	PLANNED CAPACITY
	ACTUAL CAPACITY
	SPENT CAPACITY
	% (spent/ actual)
	DESCRIPTION

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Operations Support 

	START
	FINISH
	PLANNED CAPACITY
	ACTUAL CAPACITY
	SPENT CAPACITY
	% (spent/ actual)
	DESCRIPTION

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


H.  Overview of Capacity

	
	Planned
	
	
	Actual
	

	
	Total
	To Date #
	To Date %
	To Date #
	To Date %

	Capacity 
	Total number of planned hours capacity (P1)
	Total number of planned hours from start till today (P2)
	Percentage of hours planned to date compared to the total number of hours planned (equals P2/P1*100%)
	Actual number of hours spent on the project  from start till today (A1)
	Percentage of hours spent to date compared to the total number of hours planned (equals A1/P1*100%)

	Lead Time
	
	
	
	
	


I. Budget Utilisation (Hardware, Software, Travel and Hotel expenses)

<All the budgets utilised during this week>

J. Decision List

	Date of Meeting
	Decision Taken
	Responsibility
	By Date 
	Action Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


K. Change Request

	id.
	date
	brief description
	status
	decision
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