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	Checkpoint Report 
(Use to record progress made by the Team Manager, at the frequency in the agreed Work Package.  Team members may fill in the Checkpoint Report, or it may be used by the Team Manager or Project Manager to record information received by ‘phone).

	Programme:


	Project:

	Author:


	Date:



	Checkpoint Report Period
	From:
	To:

	SECTION 1:  GENERAL REPORT INFORMATION:

	Follow-up from previous report:



	Activities during this period:

	Products being developed during this period:
	Products completed during this period:

	Quality management activities (reviews/inspections/test etc) carried out this period:

	Problems/deviations (actual and potential):



	Products to be developed next period:


	Products to be completed next period:

	Quality management activities (reviews/inspections/test etc) planned for next period:



	Issues Update:
	Risks Update:

	SECTION 2:  DIVERGENCE TO AGREED PLAN SINCE LAST CHECKPOINT REPORT:

	Product Ref & Title
	Schedule Changes
	Effort Changes
	Cost Changes



	
	
	
	

	
	
	
	

	NB:  Attach any relevant supporting documentation, plans etc.

	Work Package Tolerance Status:


	Comments - including an estimate to completion (time & effort):
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