FIRST HIRE
Progress Report
[Project name]  |  Reporting period: [dd Mon to dd Mon yyyy]
	Report number
	[No.]

	Prepared by
	[Name, role]

	Date issued
	[dd Mon yyyy]

	Distribution
	[Sponsor, steering group, funder]

	Overall status
	[Green / Amber / Red]



	HOW TO USE THIS TEMPLATE
Replace everything in [square brackets] with your own details.
Grey italic text that starts with "e.g." is an example. Overwrite it or delete it.
Delete any row or section that does not apply to your project.


[bookmark: _itianvbxv358]1. Executive summary
Write this last. Three to five sentences a busy sponsor can read in thirty seconds: where we are, what changed, what we need.
[Summary of progress, the main issue, and any decision required.]
e.g. The project is 62% complete and two weeks behind schedule because of late steel delivery. Costs remain within budget. We ask the sponsor to approve a 14-day extension of time by 15 June.
[bookmark: _gymhewn14jie]2. Status at a glance
Green: on track. Amber: at risk, action under way. Red: off track, help needed.
	Area
	Status
	Comment

	Schedule
	[G / A / R]
	[One line]

	Budget
	[G / A / R]
	[One line]

	Scope
	[G / A / R]
	[One line]

	Quality
	[G / A / R]
	[One line]

	Risks and issues
	[G / A / R]
	[One line]

	Stakeholders
	[G / A / R]
	[One line]


[bookmark: _9aomjxnks9o2]3. Progress against milestones
	Milestone
	Planned
	Forecast or actual
	Status
	Comment

	[Milestone]
	[Date]
	[Date]
	[Done / On track / Late]
	[Reason for variance]

	[Milestone]
	[Date]
	[Date]
	[Status]
	

	[Milestone]
	[Date]
	[Date]
	[Status]
	

	[Milestone]
	[Date]
	[Date]
	[Status]
	



[Overall physical progress: xx% complete against xx% planned.]
[bookmark: _ujilh60d6hd]4. Activities
[bookmark: _n29g9elibb8p]Completed this period
· [Activity completed]
· [Activity completed]
[bookmark: _6fulbvu7lqth]Planned for next period
· [Planned activity]
· [Planned activity]
[bookmark: _d35e6wms97qv]5. Budget and finance
	Item
	Amount ([currency])
	Note

	Approved budget
	[Amount]
	

	Spent to date
	[Amount]
	[% of budget]

	Committed, not yet paid
	[Amount]
	

	Forecast cost at completion
	[Amount]
	

	Variance (budget less forecast)
	[Amount]
	[Explain any overrun]

	Contingency remaining
	[Amount]
	


[bookmark: _r25mrutciwa8]6. Risks and issues
Only the items that need the reader's attention. Refer to the Risk Register for the full list.
	Type
	Description
	Impact
	Action and owner
	Due

	Risk
	[Description]
	[H / M / L]
	[Action, name]
	[Date]

	Issue
	[Description]
	[H / M / L]
	[Action, name]
	[Date]

	[Risk or issue]
	[Description]
	[H / M / L]
	[Action, name]
	[Date]


[bookmark: _twqx8jxk7wf7]7. Changes and variations
	Ref
	Description
	Cost effect
	Time effect
	Status

	[V-01]
	[Description of change]
	[+/- amount]
	[+/- days]
	[Requested / Approved / Rejected]

	[V-02]
	[Description]
	[Amount]
	[Days]
	[Status]


[bookmark: _2q4p7ahboyr3]8. Decisions and support needed
List what you need from the sponsor, with a date. Leave this section out if nothing is needed.
	Decision or support required
	From whom
	Needed by

	[Request]
	[Name]
	[Date]

	[Request]
	[Name]
	[Date]


[bookmark: _un0yjng4p3z6]9. Annexes
· [Site photographs, dated and captioned]
· [Updated schedule]
· [Updated Risk Register]
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