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Progress Report Template


	Project Title:


	

	Project Manager:


	

	NZW Project Number:


	

	Report date due
	dd/mm/yy

	Report date submitted:
	dd/mm/yy


1. Overall Progress

Milestone Summary Table
	Milestone

Number
	Milestone
[As per NZW contract schedule]
	Completion Date
	Est. Percent Complete

	
	
	Original 
	Est. or Actual
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	


Project Summary Outline

Provide an update on the project’s overall progress.  This needs to be detailed enough to evaluate whether the project is on track.  Also include any activities not specifically related to contracted milestones, but that are still relevant to the project. Append charts or diagrams if needed.
	


2. This Period

Milestone Progress
Outline progress with respect to the relevant milestones over this reporting period.
	Milestone Number
	Activities and Progress 

	
	

	
	

	
	

	
	

	
	

	
	


Project Management
· List all management meetings held in this period (including dates and locations).  

· Outline any significant management decisions taken in this period.
· Outline any project management issues.
Project Communications, Connections and Extension

For this reporting period, comment on progress with respect to:

· Liaison with key stakeholders / groups. 

· New or on-going linkages with other projects or research programmes

· Information dissemination

Include information on the impact / success of these events (e.g., numbers attending a meeting or field day, feedback received, impact achieved, etc).
Any other matters [if applicable]

Outline any other issues relevant to this project and research highlights.
3. Variations to Milestones [if applicable]
Approval is requested to amend the following project milestones. (Note: Variations to milestones can only be made with written agreement of New Zealand Winegrowers):
	Milestone Number
	Proposed Revised Milestone
	Reason for Variation

	
	
	

	
	
	

	
	
	


4. Financial Update

Comment on current status of the project’s budget.  
· If finances are in-line with contracted projections please simply note: ‘On Track’.  
· Highlight the amount, reason and proposed remedy for any significant current, or anticipated, variations to the budget. If necessary, attach a proposed revised budget.

5. Report Confirmation
	Name [Project Manager]
	Confirmation
	Date

	
	I hereby confirm the above information is true and correct:
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