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Fundamentals of Technology Project Management
Weekly Progress Report
Project Name



	Project Name:
	 

	Your Name:
	

	Project Manager’s Name:
	

	Date:
	

	Reporting Period:
	

	Are All Tasks:
	

	On or Ahead of Schedule?
	Yes
	
	No
	 
	

	Meeting Requirements?
	Yes
	 
	No
	
	


CURRENT STATUS

Scheduled Work Completed
List all the scheduled tasks completed this week.

	WBS #
	Task
	Hours spent on task
	Percentage complete

	 
	
	
	

	  
	
	  
	  

	
	
	
	


Unscheduled Work Completed
	Task
	Time spent on task
	Work Requested By

	 
	
	

	
	  
	  

	
	
	


List all unscheduled tasks worked on during the reporting period

Issues

List any issues, delays or potential risks.   
	Issue
	Recommended Action

	
	

	  
	  

	
	


PLANNED WORK FOR NEXT PERIOD

Identify planned work for the next reporting period. 
	Tasks
	Original Completion Date
	Current Target Completion Date

	 
	 
	 

	  
	 
	  

	
	
	


ADDITIONAL INFORMATION OR RECOMMENDATIONS
Weekly Progress Report
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