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In	this	article,	you’ll	find	a	comprehensive	list	of	project	report	templates	to	support	your	project	management	efforts.	These	pre-built	templates	are	free	to	download	in	a	variety	of	formats,	including	Excel,	Word,	PowerPoint,	PDF,	and	Google	Docs.	Included	on	this	page,	you'll	find	many	free,	downloadable	templates	for	your	next	project,	including	a
project	status	report	template,	a	daily	project	progress	report	template,	a	business	project	report	template,	and	many	more.	Download	Project	Status	Report	Template	Word		|		PowerPoint		|	SmartsheetConsistent	and	thorough	status	reporting	is	an	essential	component	of	effective	project	management.	Ensure	you	meet	project	objectives	by	utilizing
this	customizable	project	status	report	template.	This	template	provides	space	to	summarize	the	project	and	track	risks,	roadblocks,	milestones,	accomplishments,	and	key	takeaways.	It	also	includes	a	visual	project	timeline	to	give	you	easy	visibility	into	major	project	events.	Work	with	flexibility	and	security—from	small	projects	to	large-scale
processes	and	entire	portfolios.	Smartsheet	helps	you	break	down	projects	into	tasks,	track	progress,	and	manage	resources,	budgets,	and	workflows—all	in	one	unified	platform	for	seamless	collaboration	and	delivery.Try	Smartsheet	for	Free	Download	One-Page	Project	Status	Report	Template	Word		|		PDF		|	SmartsheetThis	template	covers	all	the
primary	elements	of	the	project	status	report	in	a	convenient	one-page	format.	The	pre-built	status	report	provides	an	overview	of	project	status	by	category	(i.e.,	budget,	scope,	etc.),	project	timeline,	key	risks	and	issues,	as	well	as	issue	ownership	to	ensure	that	you	account	for	and	complete	all	project	action	items	on	schedule.	Learn	how	to	create
an	effective	project	status	report	in	this	article.	Download	Project	Report	Dashboard	Template	-	Excel		Having	a	clear	visual	of	a	project’s	high-level	metrics	and	overall	performance	enables	a	project	manager	to	identify	and	home	in	on	problem	areas	that	need	further	attention.	Download	this	project	report	dashboard	template	to	track	the	status	of
key	components	of	a	project,	including	tasks,	costs,	and	pending	action	items.	This	template	also	helps	you	support	the	decisions	you	make	for	future	project	initiatives.	Check	out	this	article	to	find	more	free	Excel	dashboard	templates	for	all	of	your	business	needs.	Download	Daily	Project	Progress	Report	Template	Excel		|		Word		|		PDF	Provide
stakeholders	with	insight	into	a	project’s	daily	development	using	this	progress	report	template.	This	template	provides	space	to	outline	progression	details,	work	completed,	equipment	used,	workers	on	site,	task	locations,	delays,	incidents,	and	more.	This	report	allows	you	to	compare	activity	progress	with	the	project	plan	to	effectively	maintain
governance.	Download	Performance	Project	Report	Template	Excel		|		Word		|		PDF	Communicate	the	performance	of	key	project	elements	using	this	customizable	project	performance	report	template.	Detail	key	activities,	deadlines,	work	quality,	risks,	budgeting	performance,	and	more	to	ensure	you	carry	out	major	project	deliverables	on	schedule
and	according	to	plan.	Download	Project	Summary	Report	Template	Word		|		PDF	Effective	project	management	requires	that	you	keep	lines	of	communication	open	(between	the	team	and	client)	and	ensure	that	the	information	you	present	is	accurate	and	up	to	date.	Provide	all	stakeholders	with	the	current	status	of	key	projects,	milestones,	steering
committee	escalations,	progress,	and	upcoming	events	using	this	pre-built	project	summary	report	template.	Download	Weekly	Project	Status	Report	Template	Excel		|		Word		|	SmartsheetThis	customizable	project	status	report	template	provides	a	snapshot	of	a	project’s	health	on	any	given	week.	Track	overall	project	performance	and	the	status	of
each	project	component,	including	budget,	resources,	scope,	milestones,	work	accomplished,	roadblocks,	highlights,	and	more.	This	template	also	comes	with	a	pre-built	visual	timeline	to	display	major	project	details	at	a	glance.		Download	Monthly	Project	Status	Report	Template	Excel		|		Word	This	project	status	report	template	captures	the	status	of
key	project	elements	at	a	monthly	view.	Use	this	downloadable	template	to	track	notable	project	components	that	are	complete,	in	progress,	on	hold,	or	at	risk	and	outline	deadlines	and	details	for	upcoming	work.	Download	Stoplight	Project	Status	Report	Template	Excel		|		Word		|	SmartsheetStoplight	project	status	reports	are	an	effective	way	to
visualize	project	items	that	require	immediate	attention	and	additional	planning.	Use	the	stoplight	key	to	define	the	parameters	of	what	constitutes	a	red,	yellow,	or	green	status	and	ensure	that	the	client	and	team	members	are	on	the	same	page	regarding	these	conditions.	This	template	will	help	keep	the	process	streamlined.	Download	Business
Project	Report	Template	Word		|	Google	DocsA	business	project	report	is	a	detailed	document	that	serves	as	a	roadmap	for	a	proposed	project	or	business	venture.	This	business	project	report	template	provides	a	solid	basis	to	expand	upon	according	to	your	needs.	It	includes	space	for	a	table	of	contents,	an	executive	summary,	key	project	activities,
a	marketing	analysis,	a	SWOT	analysis,	recommendations,	appendices,	and	more.	Download	IT	Project	Status	Report	Template	Excel		|		Word		|		PDF	Information	technology	project	management	and	operations	can	be	complex	and	involve	many	moving	parts.	Between	balancing	the	budget,	making	adjustments	mid-project,	and	meeting	the	needs	of
project	stakeholders,	this	pre-built	IT	project	status	report	template	will	help	ensure	that	you	track	and	account	for	all	the	key	components	of	your	project.	This	template	provides	room	for	project	milestones,	open	and	closed	issues,	change	requests,	resource	evaluation,	and	the	current	status	of	all	major	project	categories.	Learn	the	essential	tips	for
successful	IT	project	management	by	checking	out	this	article.	Download	Construction	Project	Report	Template	Excel		|		Word		|		PDF		|	Google	DocsEffective	reporting	is	a	key	factor	in	the	overall	success	of	a	construction	project.	This	pre-built	construction	project	report	template	includes	all	major	day-to-day	project	details,	like	daily	progress,
materials	and	equipment	used,	number	of	workers	and	work	hours	performed	on	site,	progress	obstructions,	and	official	visitors.	Additionally,	the	template	includes	space	for	the	inspector	to	sign	off	on	the	report	in	order	to	ensure	overall	project	compliance.	For	a	wide	variety	of	free	construction	management	templates	to	download,	visit	this	page.
Download	Executive	Project	Report	Template	Word		|		PDF	An	executive	project	report	is	a	high-level	view	of	the	project	that	highlights	progress,	without	getting	into	the	granular	details	of	the	project.	Use	this	customizable	executive	project	report	template	to	communicate	the	essential	elements	of	the	project,	including	key	milestones,
accomplishments,	risks,	issues,	financial	overview,	and	project	requirements.	Download	Final	Project	Report	Template	Word		|		PDF	The	purpose	of	the	final	project	report	is	to	briefly	and	clearly	summarize	the	outcomes	of	a	completed	project.	This	final	project	report	template	contains	a	table	of	contents,	as	well	as	space	for	names	and	roles	of	team
members,	project	summary,	scope,	costs,	risks,	communication	strategies,	learning	outcomes,	top-level	project	performance	details,	and	more.	Download	Project	Report	Template	for	Teams	or	Departments	Excel		|		Word		|		PDF	Teams	or	departments	can	use	this	project	report	to	communicate	the	status	of	project	activities:	That	is,	they	can	indicate
whether	they	have	completed	an	activity	or	whether	an	activity	is	still	in	progress.	Use	this	template	to	track	key	tasks,	team	members	involved,	deadlines,	progress	scores,	issues	needing	attention,	and	other	project	developments	to	ensure	teams	or	departments	account	for	and	complete	assignments	on	schedule.	Download	Project	Report	for
Stakeholders	and	Partners	Excel		|		Word		|		PDF	Use	this	project	report	is	to	provide	key	stakeholders	and	partners	with	high-level	visibility	into	a	project’s	overall	performance.	Briefly	summarize	progress,	project	deliverables,	start	and	end	dates,	outputs,	and	other	major	project	details	to	keep	stakeholders	up	to	date	on	current	project	happenings.
Download	Project	Post-Mortem	Report	Template	Excel		|		Word		|		PDF	This	customizable	project	postmortem	report	template	should	be	completed	as	a	workshop	comprised	of	key	team	members	within	a	week	of	concluding	the	project	work.	This	report	highlights	project	details,	such	as	accomplishments,	problem	areas,	lessons	learned,	and	more	to
facilitate	the	process	of	analyzing	the	performance	of	all	the	project’s	elements.	Once	you’ve	completed	this	template,	the	project	sponsor	should	sign	off	on	it	to	formally	close	out	the	project.	When	writing	a	project	report,	stick	to	the	facts	and	back	up	your	claims	with	data.	Consider	using	a	template	to	give	structure	to	your	report,	and	tailor	the
report	to	your	audience.	We’ve	outlined	top	report-writing	tips	below:Know	Your	Audience:	The	type	and	depth	of	information	you	communicate	in	a	report	will	depend	on	the	nature	of	your	audience.	For	instance,	managers	and	clients	may	have	a	better	understanding	of	the	concepts	and	terminology	involved	in	a	project	than	do	stakeholders	and
other	personnel.	Effective	project	reporting,	therefore,	requires	using	the	appropriate	tone	and	phraseology	and	knowing	when	to	share	high-level	versus	granular	project	details.		Your	audience	may	also	care	about	different	details	when	viewing	a	year-end	report	versus	a	project	status	report.Give	Structure	to	Your	Report:	Once	you’ve	identified
your	audience	and	which	components	of	the	project	to	communicate,	organize	the	segments	of	the	report	so	the	information	makes	sense	and	is	helpful	to	the	reader.	For	example,	you	should	place	project	identification	and	background	details	near	the	beginning	of	the	report;	place	summarizing	details	near	the	end.Only	Provide	Facts:	The	report
should	remain	objective	and	free	from	personal	bias,	regardless	of	whether	the	project	is	failing	or	performing	successfully.	If	an	opinion	is	needed,	it	should	be	labeled	clearly	and	placed	in	a	separate	segment	of	the	report.	Additionally,	the	charts,	metrics,	and	other	performance	data	you	present	in	the	report	should	be	accurate	and	up	to	date	so
that	such	information	is	credible	and	meaningful	to	the	reader.	Use	a	Template:	Save	time	building	out	your	report	by	using	a	customizable	template	to	get	you	started.	Templates	are	beneficial	for	standardizing	processes,	and	you	can	easily	adapt	them	to	fit	your	needs.	Use	the	free	templates	provided	above	for	your	reporting	needs,	and	then	check
out	this	article	for	more	project	management	templates.Use	an	Online	Reporting	Tool:	Keeping	a	project’s	development	aligned	with	business	goals	is	the	basis	of	project	management,	and	the	success	or	failure	of	a	project	can	greatly	depend	on	the	tools	you	use.	Employ	an	online	tool	that	displays	data	in	different	ways	(e.g.,	Kanban	boards,	Gantt
views,	and	dashboards),	shows	the	real-time	status	of	multiple	projects,	provides	various	permission	levels,	and	allows	you	to	set	up	recurring	reports	(such	tools	can	automatically	email	these	recurring	reports	at	a	set	frequency	to	designated	stakeholders,	which	allows	project	managers	to	shift	their	focus	to	other	critical	project	matters).	These
online	tools	provide	increased	visibility	into	project	processes	and	status.	From	simple	task	management	and	project	planning	to	complex	resource	and	portfolio	management,	Smartsheet	helps	you	improve	collaboration	and	increase	work	velocity	--	empowering	you	to	get	more	done.		The	Smartsheet	platform	makes	it	easy	to	plan,	capture,	manage,
and	report	on	work	from	anywhere,	helping	your	team	be	more	effective	and	get	more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it	happens	with	roll-up	reports,	dashboards,	and	automated	workflows	built	to	keep	your	team	connected	and	informed.	When	teams	have	clarity	into	the	work	getting	done,	there’s	no	telling	how
much	more	they	can	accomplish	in	the	same	amount	of	time.	Try	Smartsheet	for	free,	today.	Try	Smartsheet	for	Free	Get	a	Free	Smartsheet	Demo	Periodically,	you’re	going	to	need	to	report	on	the	progress	of	your	project.	Not	a	status	report,	but	a	picture	of	the	project	and	its	movement	over	the	course	of	a	specific	amount	of	time.	Whether	that’s	a
week	or	a	month,	you’re	going	to	need	a	template	to	capture	the	pertinent	information.	Use	our	free	progress	report	template	to	make	that	job	easier.	With	our	progress	report	template	for	Word,	all	you	have	to	do	is	open	the	document,	fill	out	the	blank	fields	and	share	it	with	your	stakeholders.	Get	started	by	downloading	the	template.	What	Is	a
Project	Progress	Report?	A	progress	report	documents	the	project	and	shows	how	far	it	has	progressed	in	comparison	to	where	the	project	plan	expected	it	to	be.	It	serves	as	a	snapshot	of	the	project’s	progress	within	a	specific	period	of	time.	The	progress	report	provides	an	overview	of	all	the	activities	and	tasks	that	have	occurred	over	the	reported
period	of	time.	It	highlights	milestones	and	other	performance	metrics,	including	risks,	issues,	changes,	etc.	ProjectManager’s	free	progress	report	template	for	Word.	Progress	Report	vs	Status	Report	It’s	important	to	know	that	a	progress	report	differs	from	a	status	report	because	a	status	report	only	outlines	where	the	project	stands	at	a	specific
point	in	time.	The	progress	report	differentiates	itself	because	its	temporal	focus	is	wider.	For	example,	a	weekly	activity	report	is	a	progress	report	because	it’s	defined	by	that	week-long	date	range.	Why	Use	a	Progress	Report	Template?	Our	progress	report	template	saves	time	and	lessens	the	effort	of	reporting.	All	the	information	you	have	to
collect	is	already	laid	out	for	you	in	the	document.	All	you	need	to	do	is	add	the	specific	details	as	they	relate	to	your	project.	The	progress	report	is	also	a	tool	to	communicate	to	your	stakeholders	and	clients	that	the	project	is	moving	forward	as	planned.	In	a	sense,	it’s	a	persuasive	tool	to	appease	any	anxiety	or	concerns	they	have	over	the	project’s
progress.	Ideally,	the	progress	report	shows	that	the	project	is	going	as	planned	and	will	deliver	as	expected.	Of	course,	if	this	is	not	the	case,	then	the	progress	report	will	explain	the	reason	for	the	delays	and	what	is	being	done	to	rectify	these	issues.	Our	progress	report	template	also	opens	up	discussions	about	problems	that	the	project	manager	is
facing	and	gives	that	information	to	the	stakeholders	sooner	rather	than	later.	The	project	manager	also	benefits	by	being	forced	to	create	a	work	schedule	that	is	flexible	enough	to	adjust	to	issues	or	just	deliver	the	project	on	time.	For	greater	flexibility,	you	need	a	progress	report	that	gets	metrics	directly	from	the	project.	ProjectManager	is	project
management	software	that	sources	live	project	data	for	more	insightful	decision-making.	Create	status	reports	with	one	click,	and	customize	them	to	reveal	just	the	information	you	need.	But	we	offer	more	than	status	reports:	use	our	automated	dashboards	and	reporting	features	for	a	deep	look	into	portfolios,	project	plans,	tasks,	timesheets,	team
availability,	workload	and	project	variance.	Imagine	the	time	you’ll	save	when	you	automate	your	project	reporting	process.	Try	it	free	today!	Get	just	the	data	you	want	when	filtering	ProjectManager’s	automated	progress	reports.	Who	Uses	a	Progress	Report	Template?	The	project	progress	report	template	is	a	key	line	of	communication	between	the
project	manager	and	the	project’s	stakeholders.	It	is	compiled	by	the	project	manager,	or	in	some	cases,	an	assistant	to	the	project	manager.	However,	the	information	is	often	collected	through	interviewing	team	members	and	the	data	is	logged	through	software	or	the	old-fashioned	way.	But	either	way,	that	means	that	the	progress	report	is	used	by
pretty	much	anyone	on	the	project	team.	That’s	true	not	only	for	creating	one	but	after	it’s	been	made.	At	this	point,	the	stakeholder	can	get	a	look	at	the	progress	of	the	project	over	a	period	of	time.	It	is	also	a	way	to	get	the	team	looking	at	how	they’ve	progressed	and	what	they	might	do	in	order	to	get	better	results	for	the	next	reporting	period.
When	to	Use	a	Progress	Report	Template	Progress	report	templates	are	incredibly	versatile	tools	that	can	be	used	across	industries	to	track	and	communicate	project	status.	Here	are	some	examples	to	consider.	Construction	Progress	Report	Example	In	a	construction	project,	a	progress	report	template	can	be	used	weekly	or	bi-weekly	on	a	project	to
communicate	updates	on	building	progress.	It	can	communicate	reporting	on	specific	phases	such	as	foundation,	framing	or	electrical	while	providing	updates	on	material	deliveries	and	potential	delays.	Use	the	template	to	track	the	percentage	of	completion	of	tasks,	document	site	issues	or	safety	concerns	or	report	on	adherence	to	the	project
schedule	and	budget.	It	can	also	be	used	to	track	key	project	milestones	such	as	a	concrete	pour,	building	enclosure	or	inspections	to	help	keep	the	project	on	schedule.	IT	Progress	Report	Example	IT	professionals	can	also	benefit	from	using	a	progress	report	template.	The	project	manager	may	use	it	to	report	on	completed	tasks	or	upcoming
milestones	to	help	the	project	stay	on	schedule.	It’s	the	ideal	place	to	document	technical	changes,	roadblocks,	bug	fixes	and	testing	reports	in	one	streamlined	location.	An	IT	project	manager	may	use	it	to	provide	regular	updates	on	software	development	sprints	or	to	track	progress	on	data	migration	for	a	cybersecurity	project.	They	can	use	it	to
better	understand	what	resources	are	being	used	and	if	any	resources	are	under	or	overutilized.	Marketing	Progress	Report	Example	In	marketing,	the	progress	report	template	allows	for	the	data-driven	analysis	of	a	campaign’s	performance.	For	example,	a	project	manager	may	use	a	progress	report	template	to	provide	weekly	or	monthly	updates
on	campaign	performance	to	either	the	team	or	an	external	client.	This	template	can	help	report	on	social	media	engagement	or	website	traffic	while	tracking	progress	on	content	creation	or	advertising	placements.	This	progress	report	template	for	Word	can	capture	marketing	campaign	metrics	like	reach,	impressions	or	conversions.	It	can	even	be
tailored	to	track	performance	across	specific	marketing	channels	such	as	paid	advertising,	SEO,	email,	etc.	It’s	a	helpful	tool	to	analyze	campaign	effectiveness	and	track	budget	spend.	Manufacturing	Progress	Report	Example	Manufacturers	can	leverage	this	progress	report	template	to	report	on	production	output	and	efficiency.	It	captures	any
equipment	downtime	or	maintenance	issues	that	need	to	be	promptly	addressed.	The	template	can	also	be	used	to	track	inventory	levels	and	material	usage.	Manufacturing	project	managers	may	use	it	to	report	on	quality	control	inspections	or	provide	updates	on	production	runs.	They	can	use	it	to	track	progress	on	process	improvement	projects.
Professional	Services	Progress	Report	Example	Professional	services	teams	can	leverage	this	progress	report	template	to	provide	clients	with	clear	and	regular	updates	on	the	status	of	their	projects.	This	helps	build	trust.	For	example,	the	report	would	outline	progress	and	agreed-upon	milestones	and	deliverables	to	help	manage	client	expectations.
It	may	also	include	a	task	breakdown	that	shows	what	tasks	are	completed	versus	which	are	ongoing,	offering	clients	a	more	detailed	view	of	project	activities.	The	better	they	can	use	the	template	to	maintain	effective	communication,	the	better	they	can	ensure	client	satisfaction.	How	to	Use	Our	Project	Progress	Report	Template	The	progress	report
template	captures	the	project	over	the	course	of	a	specific	time	period,	which	means	there’s	lots	of	data.	Using	our	free	progress	report	template	is	a	way	to	organize	all	the	information	so	that	you	don’t	overlook	anything	important	or	add	anything	trivial.	Project	Top	Line	Information	The	top	of	the	progress	report	template	captures	the	overall
details,	such	as	the	project’s	name,	who	the	stakeholders	are	and	the	project	manager.	Then	there’s	a	space	to	add	the	period	that	is	being	reported	on,	who	compiled	it	and	when	it	was	submitted.	There’s	also	a	place	to	note	the	deadline	for	the	final	deliverable	to	place	the	report	in	context.	Summary	While	the	whole	progress	report	template	is	a
way	to	distill	the	events	of	the	period	covered	into	digestible	bits,	there’s	a	summary	on	top	of	that	to	give	the	big	picture.	This	section	shows	the	current	progress	for	the	overall	project	status,	its	scope,	schedule,	cost	and	risk.	There	is	a	dropdown	menu	to	make	this	easier.	Then	there	is	another	column	with	a	dropdown	menu	that	shows	the	prior
status	so	you	can	compare.	The	last	column	allows	you	to	write	a	brief	summary	to	explain	the	status.	Tasks	In	this	section,	you	can	list	all	the	tasks	that	were	executed	over	the	period	discussed	in	the	progress	report	template.	The	columns	let	you	name	the	task	being	tracked,	what	its	status	is	and	objective.	There’s	a	column	for	the	date	it’s	due,
according	to	the	project	plan	and	then	the	actual	date	it	was	completed.	If	it’s	not	complete,	there’s	a	column	for	noting	the	percentage	it	is	complete.	Finally,	the	last	column	lets	you	note	the	state	of	your	deliverable	if	it’s	done,	in	progress	or	hasn’t	yet	been	started.	Issues	There	are	always	risks	inherent	in	every	project,	though	these	issues	might
not	always	arise	during	the	reporting	periods.	However,	they	might,	which	is	why	the	next	section	provides	space	to	identify	the	issues	and	who	found	it.	Note	what	actions	need	to	take	place	or	if	the	issue	is	minor	enough	that	it	won’t	impact	the	project	and	can	be	left	alone.	Budget	Here’s	where	the	all-important	expenditure	is	captured.	There’s	a
column	for	the	line	item	in	your	budget,	followed	by	the	total	money	allocated	for	that	item,	what	was	spent	over	the	course	of	the	reporting	period	and	then	the	total	expenditure	to	date	in	the	project.	Accomplishments	If	there	are	any	accomplishments	that	don’t	fall	under	the	above	categories,	they	can	be	listed	here.	This	can	include	any	activities,
meetings	or	other	things	that	the	project	achieves	and	are	notable	enough	to	be	reported	on.	Expected	Accomplishments	The	progress	report	template	ends	with	a	look	forward	to	the	next	reporting	period.	It	allows	you	to	set	expectations	for	your	stakeholders.	Other	Reporting	Templates	That	Can	Help	The	free	progress	report	template	is	only	one	of
the	dozens	of	project	management	templates	that	can	be	downloaded	from	our	site.	We	have	several	that	deal	with	reporting	and	have	highlighted	a	few.	Change	Request	Form	One	result	of	using	a	progress	report	is	that	stakeholders	come	back	with	changes.	To	manage	those	changes	to	keep	within	the	scope	of	your	project,	use	our	free	change
request	form.	It’s	a	fundamental	pillar	in	building	a	successful	change	management	process.	Status	Report	Template	A	status	report,	as	mentioned	above,	is	not	exactly	the	same	as	a	progress	report.	Our	free	status	report	is	a	snapshot	of	the	project	that	captures	that	one	moment	in	time	rather	than	a	period	of	time,	such	as	in	the	progress	report.
Status	reports	are	a	way	to	communicate	with	your	stakeholders	when	they	want	something,	now.	Lessons	Learned	Template	Not	a	report	per	se,	but	a	great	template	to	capture	what	you’ve	learned	from	the	progress	report	to	avoid	making	similar	mistakes	as	you	move	forward	in	the	project.	Our	free	lessons	learned	template	can	be	used	at	the	end
of	the	project	as	a	post	mortem	but	it	can	be	equally	useful	after	you	present	your	progress	report	to	help	you	make	incremental	changes	during	the	execution	of	the	project.	How	ProjectManager	Improves	Progress	Reporting	Templates	are	great,	but	they	are	limited.	They	are	not	dynamic	and	aren’t	connected	with	your	project	management	tools.
Plus,	they	can	get	lost	in	the	shuffle	if	you’re	not	using	digital	templates.	ProjectManager	is	award-winning	software	that	helps	organize	tasks,	teams	and	projects	with	the	reporting	tools	you	need	to	graduate	from	simple	templates.	Our	robust	reporting	features	do	everything	your	progress	report	template	does,	faster	and	easier.	When	you	need	to
create	a	progress	report	use	our	one-click	reporting	feature.	You	can	create	status	reports,	reports	on	budgets,	even	timesheets	and	much	more.	These	reports	are	more	up-to-date,	can	be	shared	with	a	keystroke	and	they	can	even	be	filtered	to	show	stakeholders	just	what	they	want.	First,	because	our	software	is	cloud-based,	all	your	teams	are
connected	no	matter	where	they	are.	As	they	update	their	statuses	that	data	is	collected	on	the	tool	so	monitoring	and	reporting	is	accurate	and	up	to	the	minute.	Related	Content	If	you’re	looking	for	more	information	on	project	reporting,	we	published	a	project	management	blog,	have	tutorial	videos	and	free	guide	books	about	every	aspect	of
project	management	on	our	site.	It’s	a	great	resource.	Here	are	a	few	we	picked	to	get	you	started.	ProjectManager	is	a	cloud-based	project	management	solution	that	helps	you	plan,	monitor	and	report	on	your	project.	Online	Gantt	charts	give	project	managers	control	over	their	schedule	and	kanban	board’s	visual	workflow	for	greater	transparency.
Teams	get	a	collaborative	platform	to	work	better	together	no	matter	where	they	are.	See	how	we	can	help	you	run	a	tighter	project	by	taking	our	free	30-day	trial	today.	In	an	ever-evolving	business	landscape,	consistent	and	meaningful	communication	becomes	the	backbone	of	success.	Today,	we	turn	our	attention	towards	progress	reporting—an
essential	yet	often	undervalued	practice	that	bridges	the	information	gap	between	stakeholders	and	project	teams.	This	article	will	explore	the	significance	of	progress	reporting,	its	core	components,	different	methodologies,	and	best	practices.	We	aim	to	unpack	the	process	of	progress	reporting,	demonstrating	its	potential	to	improve	transparency,
drive	performance,	and	fuel	strategic	decision-making.	Whether	you’re	a	seasoned	project	manager	or	a	newcomer,	this	comprehensive	exploration	into	progress	reporting	will	provide	valuable	insights	and	practical	tools	for	your	toolkit.	Progress	Report	A	Progress	Report	is	a	crucial	document	that	provides	updates	on	the	status	of	a	project,
program,	or	initiative,	often	produced	at	regular	intervals.	This	report	outlines	completed	tasks,	future	plans,	and	any	issues	or	challenges	that	may	have	arisen.	It	serves	as	a	tool	for	accountability,	allowing	stakeholders	to	track	progress	against	set	goals	or	milestones.	Importantly,	it	also	fosters	clear	communication	between	teams,	management,
and	other	stakeholders,	offering	an	opportunity	to	address	any	potential	problems	or	changes	in	strategy.	A	well-crafted	progress	report	thus	contributes	significantly	to	effective	project	management,	boosting	efficiency,	transparency,	and	trust.	Progress	Report	Templates	are	structured	layouts	used	to	outline	the	status	and	progress	of	a	project,
task,	or	set	of	objectives.	These	templates	offer	a	standard	way	to	track	and	communicate	the	advancement	of	work	over	a	defined	period.	Key	elements	of	these	templates	include	fields	for	the	project	name,	report	date,	summary	of	progress,	achievements,	issues	encountered,	and	future	plans.	Often,	there’s	a	dedicated	space	for	notes	and
comments,	allowing	for	a	more	detailed	explanation	of	the	progress	made	and	any	challenges	faced.	Progress	Report	Templates	are	particularly	useful	in	project	management.	They	provide	a	way	to	monitor	ongoing	tasks,	identify	potential	issues,	and	keep	stakeholders	informed.	By	offering	a	snapshot	of	the	project’s	status,	these	templates	help
ensure	projects	stay	on	track	and	goals	are	met.	Progress	reports	play	a	vital	role	in	project	management	and	overall	organizational	functioning.	They	serve	as	a	navigational	tool,	enabling	the	tracking	of	performance	against	planned	objectives,	timelines,	and	budgets.	This	facilitates	the	identification	of	areas	performing	well	and	those	needing
intervention,	thereby	providing	a	basis	for	informed	decision-making	and	strategic	adjustments.	By	fostering	clear,	timely	communication	between	stakeholders,	progress	reports	help	to	align	expectations,	prevent	misunderstandings,	and	ensure	everyone	is	on	the	same	page.	In	essence,	they	contribute	to	transparency,	accountability,	and	efficiency,
acting	as	an	indispensable	instrument	for	proactive	problem-solving	and	successful	project	execution.	A	progress	report	serves	as	a	critical	document	that	communicates	the	status	of	a	given	project	or	individual’s	progress.	Regardless	of	its	type	(daily,	weekly,	monthly,	project-specific,	etc.),	certain	key	components	should	be	included	to	ensure	a
comprehensive,	clear,	and	useful	report.	Here	are	the	key	components	of	a	progress	report:	Title	or	Header:	This	section	includes	basic	information	like	the	report	title	(for	instance,	“Weekly	Progress	Report”),	the	date,	the	project’s	name,	the	person	responsible	for	the	report,	and	to	whom	the	report	is	addressed.	Executive	Summary:	Although	not
always	included	in	shorter	reports	like	daily	progress	reports,	an	executive	summary	is	essential	in	longer	reports	such	as	monthly	or	annual	progress	reports.	This	section	provides	a	high-level	overview	of	the	report,	summarizing	key	points	for	readers	who	may	not	have	time	to	read	the	full	document.	Objectives	or	Goals:	Clearly	state	what	the
project	or	individual	intends	to	achieve.	These	should	be	specific,	measurable,	achievable,	relevant,	and	time-bound	(SMART).	The	objectives	section	is	crucial	because	it	serves	as	a	benchmark	against	which	the	progress	will	be	measured.	Work	Completed:	This	section	lists	all	the	tasks	that	have	been	completed	during	the	reporting	period.
Depending	on	the	report,	this	could	include	tasks	completed	on	a	daily,	weekly,	monthly,	or	yearly	basis.	Each	task	should	be	described	briefly,	along	with	any	significant	outcomes	or	results.	Work	In	Progress:	Similar	to	the	work	completed	section,	this	area	outlines	the	tasks	currently	underway.	You	might	include	expected	completion	dates,	any
obstacles	encountered,	and	mitigation	strategies	being	employed.	Upcoming	Work:	Here,	you	can	list	the	tasks	that	are	planned	for	the	next	reporting	period.	Including	a	tentative	timeline	can	help	stakeholders	understand	when	they	can	expect	updates	or	results.	Challenges	and	Issues	Encountered:	This	part	describes	any	problems	or	challenges
that	have	been	faced	during	the	reporting	period.	It’s	crucial	to	provide	details	about	how	these	challenges	were	(or	will	be)	addressed	and	what	impact	they	have	on	the	overall	project	timeline	and	deliverables.	Key	Metrics	or	Indicators:	Depending	on	the	nature	of	the	project	or	task,	key	performance	indicators	(KPIs)	or	metrics	can	be	used	to
quantitatively	measure	progress.	These	might	include	cost	metrics,	time	metrics,	quality	metrics,	etc.	Recommendations	and	Action	Steps:	If	applicable,	provide	recommendations	for	improving	the	project’s	progress	or	mitigating	any	issues.	Include	specific	actions	that	should	be	taken	and	by	whom.	Conclusion/Summary:	The	report	should	end	with	a
brief	recap	of	the	information	presented	and	any	critical	takeaways.	The	conclusion	can	also	reiterate	the	next	steps	or	any	urgent	actions	that	need	to	be	taken.	Progress	reports	are	integral	for	tracking	the	progression	of	a	project	or	a	task	over	a	certain	period	of	time.	They	help	teams,	clients,	or	stakeholders	understand	where	a	project	stands	and
whether	it’s	on	track	or	not.	Here,	I’ll	delve	into	different	types	of	progress	reports	and	how	to	create	them	effectively.	As	the	name	suggests,	daily	progress	reports	provide	updates	on	a	day-to-day	basis.	They	are	usually	used	for	tasks	or	projects	that	require	constant	monitoring	or	have	tight	deadlines.	The	report	might	include	completed	tasks,	the
time	it	took	to	complete	these	tasks,	problems	encountered,	and	any	critical	decisions	made	during	the	day.	To	write	a	daily	progress	report,	follow	these	steps:	Start	with	a	brief	overview	of	the	day,	including	any	specific	goals	that	were	set.	Detail	the	tasks	completed	along	with	the	time	it	took	for	each	task.	Describe	any	issues	that	arose	and	how
they	were	resolved.	Note	any	unfinished	tasks	and	why	they	remain	incomplete.	Lastly,	mention	the	plan	for	the	next	day,	including	any	specific	tasks	or	objectives.	Weekly	progress	reports	are	common	in	many	businesses.	They	provide	a	way	to	check	on	the	overall	progress	of	ongoing	projects,	track	employee	performance,	and	manage	resource
allocation.	Steps	to	create	a	weekly	progress	report:	Begin	with	an	overall	summary	of	the	week,	including	any	milestones	or	targets	achieved.	Detail	the	progress	made	on	each	task	or	project.	This	could	include	completed	tasks,	any	changes	in	scope,	etc.	Discuss	any	issues	encountered	during	the	week	and	how	they	were	managed.	Mention	the
planned	objectives	for	the	upcoming	week.	Optionally,	include	feedback	or	suggestions	for	improving	the	work	process.	Monthly	reports	give	a	broader	view	of	the	project’s	progress.	They’re	used	to	track	overall	performance	over	a	longer	period	and	identify	any	trends	or	patterns.	To	write	a	monthly	progress	report,	follow	these	steps:	Start	with	an
overview	of	the	month’s	achievements	and	milestones.	Break	down	the	progress	for	each	project	or	task.	This	could	include	information	like	percentage	of	completion,	time	spent,	resources	used,	etc.	Discuss	any	issues	encountered	and	how	they	were	addressed.	Present	an	analysis	of	the	month’s	performance,	identifying	any	patterns,	trends,	or
areas	of	concern.	Mention	the	plans	and	objectives	for	the	next	month.	These	reports	provide	a	comprehensive	review	of	the	year.	They	are	often	used	to	evaluate	overall	performance,	review	the	achievement	of	long-term	goals,	and	plan	for	the	future.	Here’s	how	to	create	an	annual	progress	report:	Begin	with	a	summary	of	the	year’s	achievements,
milestones,	and	significant	events.	Analyze	the	performance	of	each	project	or	task	throughout	the	year,	detailing	successes	and	challenges.	Include	any	major	issues	encountered	and	how	they	were	resolved.	Provide	an	overall	analysis	of	the	year’s	performance,	highlighting	key	trends	and	patterns.	End	with	a	section	outlining	the	plans	and
objectives	for	the	upcoming	year.	Project	progress	reports	are	used	to	monitor	the	progress	of	a	specific	project.	These	reports	could	be	daily,	weekly,	monthly,	or	yearly,	depending	on	the	length	and	complexity	of	the	project.	To	write	a	project	progress	report:	Begin	with	an	overview	of	the	project’s	current	status,	including	any	milestones	reached.
Detail	the	work	completed	since	the	last	report,	along	with	any	changes	in	scope	or	direction.	Discuss	any	issues	or	obstacles	and	how	they	were	or	will	be	addressed.	Provide	a	forecast	for	the	next	reporting	period,	detailing	what	you	expect	to	achieve.	These	reports	track	a	student’s	academic	and	behavioral	performance	over	a	certain	period.
They’re	usually	used	by	schools	to	update	parents	on	their	child’s	progress.	How	to	write	a	student	progress	report:	Begin	by	providing	basic	information	like	the	student’s	name,	grade,	and	the	reporting	period.	Discuss	the	student’s	academic	progress	in	each	subject.	This	could	include	grades,	projects	completed,	areas	of	strength,	and	areas	that
need	improvement.	Comment	on	the	student’s	behavior	and	participation	in	class.	Discuss	any	notable	events	or	achievements	during	the	reporting	period.	Provide	recommendations	for	how	the	student	can	improve	or	continue	their	current	level	of	performance.	Therapy	progress	reports	track	a	patient’s	progress	in	physical,	occupational,	or	mental
health	therapy.	They’re	used	to	update	other	healthcare	providers,	insurance	companies,	or	patients	themselves	about	the	effectiveness	of	the	treatment.	Steps	to	write	a	therapy	progress	report:	Start	by	providing	the	patient’s	basic	information	and	the	timeframe	of	the	report.	Detail	the	goals	of	the	therapy	and	the	methods	used	to	achieve	these
goals.	Discuss	the	patient’s	progress	towards	each	goal.	Include	specific	measurements	or	observations	if	possible.	Discuss	any	issues	or	challenges	encountered	during	the	treatment.	Outline	the	plan	for	future	therapy	sessions,	including	any	changes	in	approach.	Research	Progress	Report:	Research	progress	reports	are	used	in	academic	or
scientific	research	to	monitor	the	progress	of	a	research	project.	They’re	often	required	by	funding	bodies	to	ensure	the	research	is	on	track.	How	to	write	a	research	progress	report:	Begin	with	an	overview	of	the	research	project	and	the	objectives.	Detail	the	work	that	has	been	completed	during	the	reporting	period.	This	could	include	experiments
conducted,	data	collected,	or	literature	reviewed.	Discuss	any	findings	or	results	obtained	so	far.	Describe	any	problems	encountered	during	the	research	and	how	they	were	addressed.	Provide	an	update	on	the	project	timeline	and	any	changes	to	the	research	plan.	Conclude	with	the	plan	for	the	next	reporting	period.	Employee	Progress	Report:
These	reports	are	used	to	evaluate	an	employee’s	performance	and	development	in	their	role.	They’re	often	used	during	performance	reviews	to	identify	strengths	and	areas	for	improvement.	Steps	to	create	an	employee	progress	report:	Start	with	the	employee’s	basic	information	and	the	reporting	period.	Discuss	the	employee’s	main	responsibilities
and	achievements	during	this	period.	Evaluate	the	employee’s	performance	against	predefined	goals	or	KPIs	(Key	Performance	Indicators).	Discuss	the	employee’s	strengths	and	any	areas	where	improvement	is	needed.	Provide	feedback	and	recommendations	for	future	development.	Writing	a	progress	report	involves	several	steps	to	ensure	it
provides	an	accurate	and	complete	view	of	the	project	or	individual’s	status.	Here	are	the	detailed	steps	to	write	an	effective	progress	report:	1.	Understand	the	Purpose:	Before	you	begin	writing,	understand	why	you	are	creating	the	report.	Is	it	to	update	a	client	on	the	progress	of	a	project?	Or	to	evaluate	an	employee’s	performance?	The	purpose	of
the	report	will	guide	what	information	needs	to	be	included	and	how	it	should	be	presented.	2.	Know	Your	Audience:	Understanding	who	will	be	reading	the	report	is	crucial.	A	progress	report	for	a	client	may	need	to	be	more	formal	and	focus	more	on	outcomes,	while	an	internal	report	might	be	more	informal	and	detail-oriented.	3.	Gather	Relevant
Information:	Depending	on	the	type	of	progress	report,	the	information	required	will	vary.	However,	generally,	you’ll	need	details	about	the	tasks	completed,	ongoing	tasks,	upcoming	tasks,	any	challenges	or	issues	encountered,	and	the	actions	taken	to	resolve	those	issues.	4.	Organize	the	Information:	Outline	your	report	to	ensure	it’s	structured
logically.	Typically,	a	progress	report	might	begin	with	an	overview	or	summary,	followed	by	detailed	sections	on	tasks	completed,	work	in	progress,	challenges,	and	plans	for	the	future.	5.	Start	Writing	the	Report:	Now,	you	can	begin	writing	your	report.	Below	are	the	key	sections	often	included	in	a	progress	report:	Title	or	Header:	Includes	the
report’s	title,	date,	the	project’s	name,	and	the	person	responsible	for	the	report.	Executive	Summary:	Provides	a	brief	overview	of	the	report,	summarizing	the	key	points.	Objectives	or	Goals:	States	what	the	project	or	individual	is	trying	to	achieve.	Work	Completed:	Lists	the	tasks	completed	during	the	reporting	period,	along	with	any	significant
outcomes	or	results.	Work	In	Progress:	Outlines	the	tasks	currently	being	worked	on,	the	progress	made,	and	any	obstacles	encountered.	Upcoming	Work:	Lists	the	tasks	planned	for	the	next	reporting	period	along	with	their	timelines.	Challenges	and	Issues	Encountered:	Describes	any	problems	faced	during	the	reporting	period	and	how	these	were
addressed.	Key	Performance	Indicators:	Provides	quantitative	measurements	of	progress	using	appropriate	metrics.	Recommendations	or	Action	Steps:	Suggests	next	steps	or	actions	that	need	to	be	taken	based	on	the	progress	and	challenges	encountered.	Conclusion/Summary:	Recaps	the	information	presented	and	outlines	the	key	takeaways.	6.
Review	and	Edit:	Once	you’ve	written	your	report,	take	the	time	to	review	and	edit	it.	Ensure	that	the	information	is	accurate,	clear,	and	concise.	Check	for	any	grammatical	or	spelling	errors.	It	can	be	helpful	to	have	a	colleague	or	supervisor	review	the	report	as	well	to	get	their	feedback.	7.	Submit	or	Distribute	the	Report:	Finally,	submit	the	report
to	the	intended	recipients.	This	could	be	via	email,	a	project	management	tool,	or	in	a	meeting.	Project	Details	Project	TitleEnter	Project	TitleReport	DateEnter	Report	DatePrepared	ByEnter	Your	Name	Work	Completed	TaskStart	DateEnd	DateStatusTask	1Start	DateEnd	DateStatus	Work	In	Progress	TaskStart	DateExpected	End	DateStatusTask
2Start	DateExpected	End	DateStatus	Upcoming	Work	TaskExpected	Start	DateExpected	End	DateTask	3Expected	Start	DateExpected	End	Date	Challenges	and	Issues	Enter	the	challenges	and	issues	encountered	during	the	project	here	Recommendations	Enter	your	recommendations	for	the	project	here	Progress	reports	are	used	in	various	fields,
including	business,	education,	healthcare,	and	research.	They’re	used	by	project	managers	to	update	stakeholders	on	project	progress,	by	teachers	to	inform	parents	about	their	child’s	academic	performance,	by	researchers	to	update	funding	bodies	about	their	research	progress,	etc.	The	frequency	of	progress	reports	depends	on	the	project	or
situation.	For	some	projects,	daily	or	weekly	progress	reports	may	be	needed,	while	for	others,	monthly	or	even	quarterly	reports	may	suffice.	The	key	is	to	ensure	that	all	stakeholders	are	regularly	updated	about	the	progress.	The	level	of	detail	in	a	progress	report	depends	on	the	audience	and	the	purpose	of	the	report.	For	instance,	a	report	for	a
client	might	focus	more	on	outcomes	and	high-level	progress,	while	an	internal	report	might	be	more	detailed,	outlining	specific	tasks	and	challenges.	Regardless	of	the	level	of	detail,	the	report	should	always	provide	a	clear	and	accurate	picture	of	the	progress.	An	effective	progress	report	is	clear,	concise,	and	accurate.	It	provides	a	complete	picture
of	the	progress,	including	both	achievements	and	challenges.	The	report	should	be	organized	logically	and	written	in	a	way	that	is	easy	for	the	reader	to	understand.	Including	specific	data	or	metrics	can	also	make	the	report	more	effective	by	providing	a	quantifiable	measure	of	progress.	While	similar,	a	progress	report	often	provides	more	detail
than	a	status	report.	A	status	report	typically	provides	a	snapshot	of	where	things	stand	at	a	specific	moment	in	time,	while	a	progress	report	often	includes	additional	details	such	as	challenges	encountered,	specific	tasks	completed,	and	future	plans.	Yes,	particularly	in	a	business	or	academic	setting,	a	progress	report	can	be	a	valuable	tool	for
performance	evaluation.	It	can	show	what	an	employee	or	student	has	achieved	over	a	certain	period,	any	challenges	they’ve	encountered,	and	how	they’ve	addressed	them.	This	can	help	inform	performance	reviews	and	development	plans.	Failing	to	produce	a	progress	report	can	lead	to	misunderstandings	about	the	status	of	a	project,	a	lack	of
transparency,	and	missed	opportunities	to	address	challenges	or	adjust	plans.	In	some	cases,	it	can	also	lead	to	dissatisfaction	or	loss	of	trust	among	stakeholders.	Free	Printable	Press	Release	Templates	[PDF,	Word]A	press	release	is	a	powerful	tool	for	communicating	important	information	to	the	public,	media,	and	other	stakeholders.	Whether	it's
announcing	a	new	product,	event,	or	initiative,	a	well-crafted	press…	Periodically,	you’re	going	to	need	to	report	on	the	progress	of	your	project.	Not	a	status	report,	but	a	picture	of	the	project	and	its	movement	over	the	course	of	a	specific	amount	of	time.	Whether	that’s	a	week	or	a	month,	you’re	going	to	need	a	template	to	capture	the	pertinent
information.	Use	our	free	progress	report	template	to	make	that	job	easier.	With	our	progress	report	template	for	Word,	all	you	have	to	do	is	open	the	document,	fill	out	the	blank	fields	and	share	it	with	your	stakeholders.	Get	started	by	downloading	the	template.	What	Is	a	Project	Progress	Report?	A	progress	report	documents	the	project	and	shows
how	far	it	has	progressed	in	comparison	to	where	the	project	plan	expected	it	to	be.	It	serves	as	a	snapshot	of	the	project’s	progress	within	a	specific	period	of	time.	The	progress	report	provides	an	overview	of	all	the	activities	and	tasks	that	have	occurred	over	the	reported	period	of	time.	It	highlights	milestones	and	other	performance	metrics,
including	risks,	issues,	changes,	etc.	ProjectManager’s	free	progress	report	template	for	Word.	Progress	Report	vs	Status	Report	It’s	important	to	know	that	a	progress	report	differs	from	a	status	report	because	a	status	report	only	outlines	where	the	project	stands	at	a	specific	point	in	time.	The	progress	report	differentiates	itself	because	its
temporal	focus	is	wider.	For	example,	a	weekly	activity	report	is	a	progress	report	because	it’s	defined	by	that	week-long	date	range.	Why	Use	a	Progress	Report	Template?	Our	progress	report	template	saves	time	and	lessens	the	effort	of	reporting.	All	the	information	you	have	to	collect	is	already	laid	out	for	you	in	the	document.	All	you	need	to	do	is
add	the	specific	details	as	they	relate	to	your	project.	The	progress	report	is	also	a	tool	to	communicate	to	your	stakeholders	and	clients	that	the	project	is	moving	forward	as	planned.	In	a	sense,	it’s	a	persuasive	tool	to	appease	any	anxiety	or	concerns	they	have	over	the	project’s	progress.	Ideally,	the	progress	report	shows	that	the	project	is	going	as
planned	and	will	deliver	as	expected.	Of	course,	if	this	is	not	the	case,	then	the	progress	report	will	explain	the	reason	for	the	delays	and	what	is	being	done	to	rectify	these	issues.	Our	progress	report	template	also	opens	up	discussions	about	problems	that	the	project	manager	is	facing	and	gives	that	information	to	the	stakeholders	sooner	rather
than	later.	The	project	manager	also	benefits	by	being	forced	to	create	a	work	schedule	that	is	flexible	enough	to	adjust	to	issues	or	just	deliver	the	project	on	time.	For	greater	flexibility,	you	need	a	progress	report	that	gets	metrics	directly	from	the	project.	ProjectManager	is	project	management	software	that	sources	live	project	data	for	more
insightful	decision-making.	Create	status	reports	with	one	click,	and	customize	them	to	reveal	just	the	information	you	need.	But	we	offer	more	than	status	reports:	use	our	automated	dashboards	and	reporting	features	for	a	deep	look	into	portfolios,	project	plans,	tasks,	timesheets,	team	availability,	workload	and	project	variance.	Imagine	the	time
you’ll	save	when	you	automate	your	project	reporting	process.	Try	it	free	today!	Get	just	the	data	you	want	when	filtering	ProjectManager’s	automated	progress	reports.	Who	Uses	a	Progress	Report	Template?	The	project	progress	report	template	is	a	key	line	of	communication	between	the	project	manager	and	the	project’s	stakeholders.	It	is
compiled	by	the	project	manager,	or	in	some	cases,	an	assistant	to	the	project	manager.	However,	the	information	is	often	collected	through	interviewing	team	members	and	the	data	is	logged	through	software	or	the	old-fashioned	way.	But	either	way,	that	means	that	the	progress	report	is	used	by	pretty	much	anyone	on	the	project	team.	That’s	true
not	only	for	creating	one	but	after	it’s	been	made.	At	this	point,	the	stakeholder	can	get	a	look	at	the	progress	of	the	project	over	a	period	of	time.	It	is	also	a	way	to	get	the	team	looking	at	how	they’ve	progressed	and	what	they	might	do	in	order	to	get	better	results	for	the	next	reporting	period.	When	to	Use	a	Progress	Report	Template	Progress
report	templates	are	incredibly	versatile	tools	that	can	be	used	across	industries	to	track	and	communicate	project	status.	Here	are	some	examples	to	consider.	Construction	Progress	Report	Example	In	a	construction	project,	a	progress	report	template	can	be	used	weekly	or	bi-weekly	on	a	project	to	communicate	updates	on	building	progress.	It	can
communicate	reporting	on	specific	phases	such	as	foundation,	framing	or	electrical	while	providing	updates	on	material	deliveries	and	potential	delays.	Use	the	template	to	track	the	percentage	of	completion	of	tasks,	document	site	issues	or	safety	concerns	or	report	on	adherence	to	the	project	schedule	and	budget.	It	can	also	be	used	to	track	key
project	milestones	such	as	a	concrete	pour,	building	enclosure	or	inspections	to	help	keep	the	project	on	schedule.	IT	Progress	Report	Example	IT	professionals	can	also	benefit	from	using	a	progress	report	template.	The	project	manager	may	use	it	to	report	on	completed	tasks	or	upcoming	milestones	to	help	the	project	stay	on	schedule.	It’s	the	ideal
place	to	document	technical	changes,	roadblocks,	bug	fixes	and	testing	reports	in	one	streamlined	location.	An	IT	project	manager	may	use	it	to	provide	regular	updates	on	software	development	sprints	or	to	track	progress	on	data	migration	for	a	cybersecurity	project.	They	can	use	it	to	better	understand	what	resources	are	being	used	and	if	any
resources	are	under	or	overutilized.	Marketing	Progress	Report	Example	In	marketing,	the	progress	report	template	allows	for	the	data-driven	analysis	of	a	campaign’s	performance.	For	example,	a	project	manager	may	use	a	progress	report	template	to	provide	weekly	or	monthly	updates	on	campaign	performance	to	either	the	team	or	an	external
client.	This	template	can	help	report	on	social	media	engagement	or	website	traffic	while	tracking	progress	on	content	creation	or	advertising	placements.	This	progress	report	template	for	Word	can	capture	marketing	campaign	metrics	like	reach,	impressions	or	conversions.	It	can	even	be	tailored	to	track	performance	across	specific	marketing
channels	such	as	paid	advertising,	SEO,	email,	etc.	It’s	a	helpful	tool	to	analyze	campaign	effectiveness	and	track	budget	spend.	Manufacturing	Progress	Report	Example	Manufacturers	can	leverage	this	progress	report	template	to	report	on	production	output	and	efficiency.	It	captures	any	equipment	downtime	or	maintenance	issues	that	need	to	be
promptly	addressed.	The	template	can	also	be	used	to	track	inventory	levels	and	material	usage.	Manufacturing	project	managers	may	use	it	to	report	on	quality	control	inspections	or	provide	updates	on	production	runs.	They	can	use	it	to	track	progress	on	process	improvement	projects.	Professional	Services	Progress	Report	Example	Professional
services	teams	can	leverage	this	progress	report	template	to	provide	clients	with	clear	and	regular	updates	on	the	status	of	their	projects.	This	helps	build	trust.	For	example,	the	report	would	outline	progress	and	agreed-upon	milestones	and	deliverables	to	help	manage	client	expectations.	It	may	also	include	a	task	breakdown	that	shows	what	tasks
are	completed	versus	which	are	ongoing,	offering	clients	a	more	detailed	view	of	project	activities.	The	better	they	can	use	the	template	to	maintain	effective	communication,	the	better	they	can	ensure	client	satisfaction.	How	to	Use	Our	Project	Progress	Report	Template	The	progress	report	template	captures	the	project	over	the	course	of	a	specific
time	period,	which	means	there’s	lots	of	data.	Using	our	free	progress	report	template	is	a	way	to	organize	all	the	information	so	that	you	don’t	overlook	anything	important	or	add	anything	trivial.	Project	Top	Line	Information	The	top	of	the	progress	report	template	captures	the	overall	details,	such	as	the	project’s	name,	who	the	stakeholders	are	and
the	project	manager.	Then	there’s	a	space	to	add	the	period	that	is	being	reported	on,	who	compiled	it	and	when	it	was	submitted.	There’s	also	a	place	to	note	the	deadline	for	the	final	deliverable	to	place	the	report	in	context.	Summary	While	the	whole	progress	report	template	is	a	way	to	distill	the	events	of	the	period	covered	into	digestible	bits,
there’s	a	summary	on	top	of	that	to	give	the	big	picture.	This	section	shows	the	current	progress	for	the	overall	project	status,	its	scope,	schedule,	cost	and	risk.	There	is	a	dropdown	menu	to	make	this	easier.	Then	there	is	another	column	with	a	dropdown	menu	that	shows	the	prior	status	so	you	can	compare.	The	last	column	allows	you	to	write	a
brief	summary	to	explain	the	status.	Tasks	In	this	section,	you	can	list	all	the	tasks	that	were	executed	over	the	period	discussed	in	the	progress	report	template.	The	columns	let	you	name	the	task	being	tracked,	what	its	status	is	and	objective.	There’s	a	column	for	the	date	it’s	due,	according	to	the	project	plan	and	then	the	actual	date	it	was
completed.	If	it’s	not	complete,	there’s	a	column	for	noting	the	percentage	it	is	complete.	Finally,	the	last	column	lets	you	note	the	state	of	your	deliverable	if	it’s	done,	in	progress	or	hasn’t	yet	been	started.	Issues	There	are	always	risks	inherent	in	every	project,	though	these	issues	might	not	always	arise	during	the	reporting	periods.	However,	they
might,	which	is	why	the	next	section	provides	space	to	identify	the	issues	and	who	found	it.	Note	what	actions	need	to	take	place	or	if	the	issue	is	minor	enough	that	it	won’t	impact	the	project	and	can	be	left	alone.	Budget	Here’s	where	the	all-important	expenditure	is	captured.	There’s	a	column	for	the	line	item	in	your	budget,	followed	by	the	total
money	allocated	for	that	item,	what	was	spent	over	the	course	of	the	reporting	period	and	then	the	total	expenditure	to	date	in	the	project.	Accomplishments	If	there	are	any	accomplishments	that	don’t	fall	under	the	above	categories,	they	can	be	listed	here.	This	can	include	any	activities,	meetings	or	other	things	that	the	project	achieves	and	are
notable	enough	to	be	reported	on.	Expected	Accomplishments	The	progress	report	template	ends	with	a	look	forward	to	the	next	reporting	period.	It	allows	you	to	set	expectations	for	your	stakeholders.	Other	Reporting	Templates	That	Can	Help	The	free	progress	report	template	is	only	one	of	the	dozens	of	project	management	templates	that	can	be
downloaded	from	our	site.	We	have	several	that	deal	with	reporting	and	have	highlighted	a	few.	Change	Request	Form	One	result	of	using	a	progress	report	is	that	stakeholders	come	back	with	changes.	To	manage	those	changes	to	keep	within	the	scope	of	your	project,	use	our	free	change	request	form.	It’s	a	fundamental	pillar	in	building	a
successful	change	management	process.	Status	Report	Template	A	status	report,	as	mentioned	above,	is	not	exactly	the	same	as	a	progress	report.	Our	free	status	report	is	a	snapshot	of	the	project	that	captures	that	one	moment	in	time	rather	than	a	period	of	time,	such	as	in	the	progress	report.	Status	reports	are	a	way	to	communicate	with	your
stakeholders	when	they	want	something,	now.	Lessons	Learned	Template	Not	a	report	per	se,	but	a	great	template	to	capture	what	you’ve	learned	from	the	progress	report	to	avoid	making	similar	mistakes	as	you	move	forward	in	the	project.	Our	free	lessons	learned	template	can	be	used	at	the	end	of	the	project	as	a	post	mortem	but	it	can	be	equally
useful	after	you	present	your	progress	report	to	help	you	make	incremental	changes	during	the	execution	of	the	project.	How	ProjectManager	Improves	Progress	Reporting	Templates	are	great,	but	they	are	limited.	They	are	not	dynamic	and	aren’t	connected	with	your	project	management	tools.	Plus,	they	can	get	lost	in	the	shuffle	if	you’re	not	using
digital	templates.	ProjectManager	is	award-winning	software	that	helps	organize	tasks,	teams	and	projects	with	the	reporting	tools	you	need	to	graduate	from	simple	templates.	Our	robust	reporting	features	do	everything	your	progress	report	template	does,	faster	and	easier.	When	you	need	to	create	a	progress	report	use	our	one-click	reporting
feature.	You	can	create	status	reports,	reports	on	budgets,	even	timesheets	and	much	more.	These	reports	are	more	up-to-date,	can	be	shared	with	a	keystroke	and	they	can	even	be	filtered	to	show	stakeholders	just	what	they	want.	First,	because	our	software	is	cloud-based,	all	your	teams	are	connected	no	matter	where	they	are.	As	they	update	their
statuses	that	data	is	collected	on	the	tool	so	monitoring	and	reporting	is	accurate	and	up	to	the	minute.	Related	Content	If	you’re	looking	for	more	information	on	project	reporting,	we	published	a	project	management	blog,	have	tutorial	videos	and	free	guide	books	about	every	aspect	of	project	management	on	our	site.	It’s	a	great	resource.	Here	are	a
few	we	picked	to	get	you	started.	ProjectManager	is	a	cloud-based	project	management	solution	that	helps	you	plan,	monitor	and	report	on	your	project.	Online	Gantt	charts	give	project	managers	control	over	their	schedule	and	kanban	board’s	visual	workflow	for	greater	transparency.	Teams	get	a	collaborative	platform	to	work	better	together	no
matter	where	they	are.	See	how	we	can	help	you	run	a	tighter	project	by	taking	our	free	30-day	trial	today.	Periodically,	you’re	going	to	need	to	report	on	the	progress	of	your	project.	Not	a	status	report,	but	a	picture	of	the	project	and	its	movement	over	the	course	of	a	specific	amount	of	time.	Whether	that’s	a	week	or	a	month,	you’re	going	to	need	a
template	to	capture	the	pertinent	information.	Use	our	free	progress	report	template	to	make	that	job	easier.	With	our	progress	report	template	for	Word,	all	you	have	to	do	is	open	the	document,	fill	out	the	blank	fields	and	share	it	with	your	stakeholders.	Get	started	by	downloading	the	template.	What	Is	a	Project	Progress	Report?	A	progress	report
documents	the	project	and	shows	how	far	it	has	progressed	in	comparison	to	where	the	project	plan	expected	it	to	be.	It	serves	as	a	snapshot	of	the	project’s	progress	within	a	specific	period	of	time.	The	progress	report	provides	an	overview	of	all	the	activities	and	tasks	that	have	occurred	over	the	reported	period	of	time.	It	highlights	milestones	and
other	performance	metrics,	including	risks,	issues,	changes,	etc.	ProjectManager’s	free	progress	report	template	for	Word.	Progress	Report	vs	Status	Report	It’s	important	to	know	that	a	progress	report	differs	from	a	status	report	because	a	status	report	only	outlines	where	the	project	stands	at	a	specific	point	in	time.	The	progress	report
differentiates	itself	because	its	temporal	focus	is	wider.	For	example,	a	weekly	activity	report	is	a	progress	report	because	it’s	defined	by	that	week-long	date	range.	Why	Use	a	Progress	Report	Template?	Our	progress	report	template	saves	time	and	lessens	the	effort	of	reporting.	All	the	information	you	have	to	collect	is	already	laid	out	for	you	in	the
document.	All	you	need	to	do	is	add	the	specific	details	as	they	relate	to	your	project.	The	progress	report	is	also	a	tool	to	communicate	to	your	stakeholders	and	clients	that	the	project	is	moving	forward	as	planned.	In	a	sense,	it’s	a	persuasive	tool	to	appease	any	anxiety	or	concerns	they	have	over	the	project’s	progress.	Ideally,	the	progress	report
shows	that	the	project	is	going	as	planned	and	will	deliver	as	expected.	Of	course,	if	this	is	not	the	case,	then	the	progress	report	will	explain	the	reason	for	the	delays	and	what	is	being	done	to	rectify	these	issues.	Our	progress	report	template	also	opens	up	discussions	about	problems	that	the	project	manager	is	facing	and	gives	that	information	to
the	stakeholders	sooner	rather	than	later.	The	project	manager	also	benefits	by	being	forced	to	create	a	work	schedule	that	is	flexible	enough	to	adjust	to	issues	or	just	deliver	the	project	on	time.	For	greater	flexibility,	you	need	a	progress	report	that	gets	metrics	directly	from	the	project.	ProjectManager	is	project	management	software	that	sources



live	project	data	for	more	insightful	decision-making.	Create	status	reports	with	one	click,	and	customize	them	to	reveal	just	the	information	you	need.	But	we	offer	more	than	status	reports:	use	our	automated	dashboards	and	reporting	features	for	a	deep	look	into	portfolios,	project	plans,	tasks,	timesheets,	team	availability,	workload	and	project
variance.	Imagine	the	time	you’ll	save	when	you	automate	your	project	reporting	process.	Try	it	free	today!	Get	just	the	data	you	want	when	filtering	ProjectManager’s	automated	progress	reports.	Who	Uses	a	Progress	Report	Template?	The	project	progress	report	template	is	a	key	line	of	communication	between	the	project	manager	and	the
project’s	stakeholders.	It	is	compiled	by	the	project	manager,	or	in	some	cases,	an	assistant	to	the	project	manager.	However,	the	information	is	often	collected	through	interviewing	team	members	and	the	data	is	logged	through	software	or	the	old-fashioned	way.	But	either	way,	that	means	that	the	progress	report	is	used	by	pretty	much	anyone	on
the	project	team.	That’s	true	not	only	for	creating	one	but	after	it’s	been	made.	At	this	point,	the	stakeholder	can	get	a	look	at	the	progress	of	the	project	over	a	period	of	time.	It	is	also	a	way	to	get	the	team	looking	at	how	they’ve	progressed	and	what	they	might	do	in	order	to	get	better	results	for	the	next	reporting	period.	When	to	Use	a	Progress
Report	Template	Progress	report	templates	are	incredibly	versatile	tools	that	can	be	used	across	industries	to	track	and	communicate	project	status.	Here	are	some	examples	to	consider.	Construction	Progress	Report	Example	In	a	construction	project,	a	progress	report	template	can	be	used	weekly	or	bi-weekly	on	a	project	to	communicate	updates
on	building	progress.	It	can	communicate	reporting	on	specific	phases	such	as	foundation,	framing	or	electrical	while	providing	updates	on	material	deliveries	and	potential	delays.	Use	the	template	to	track	the	percentage	of	completion	of	tasks,	document	site	issues	or	safety	concerns	or	report	on	adherence	to	the	project	schedule	and	budget.	It	can
also	be	used	to	track	key	project	milestones	such	as	a	concrete	pour,	building	enclosure	or	inspections	to	help	keep	the	project	on	schedule.	IT	Progress	Report	Example	IT	professionals	can	also	benefit	from	using	a	progress	report	template.	The	project	manager	may	use	it	to	report	on	completed	tasks	or	upcoming	milestones	to	help	the	project	stay
on	schedule.	It’s	the	ideal	place	to	document	technical	changes,	roadblocks,	bug	fixes	and	testing	reports	in	one	streamlined	location.	An	IT	project	manager	may	use	it	to	provide	regular	updates	on	software	development	sprints	or	to	track	progress	on	data	migration	for	a	cybersecurity	project.	They	can	use	it	to	better	understand	what	resources	are
being	used	and	if	any	resources	are	under	or	overutilized.	Marketing	Progress	Report	Example	In	marketing,	the	progress	report	template	allows	for	the	data-driven	analysis	of	a	campaign’s	performance.	For	example,	a	project	manager	may	use	a	progress	report	template	to	provide	weekly	or	monthly	updates	on	campaign	performance	to	either	the
team	or	an	external	client.	This	template	can	help	report	on	social	media	engagement	or	website	traffic	while	tracking	progress	on	content	creation	or	advertising	placements.	This	progress	report	template	for	Word	can	capture	marketing	campaign	metrics	like	reach,	impressions	or	conversions.	It	can	even	be	tailored	to	track	performance	across
specific	marketing	channels	such	as	paid	advertising,	SEO,	email,	etc.	It’s	a	helpful	tool	to	analyze	campaign	effectiveness	and	track	budget	spend.	Manufacturing	Progress	Report	Example	Manufacturers	can	leverage	this	progress	report	template	to	report	on	production	output	and	efficiency.	It	captures	any	equipment	downtime	or	maintenance
issues	that	need	to	be	promptly	addressed.	The	template	can	also	be	used	to	track	inventory	levels	and	material	usage.	Manufacturing	project	managers	may	use	it	to	report	on	quality	control	inspections	or	provide	updates	on	production	runs.	They	can	use	it	to	track	progress	on	process	improvement	projects.	Professional	Services	Progress	Report
Example	Professional	services	teams	can	leverage	this	progress	report	template	to	provide	clients	with	clear	and	regular	updates	on	the	status	of	their	projects.	This	helps	build	trust.	For	example,	the	report	would	outline	progress	and	agreed-upon	milestones	and	deliverables	to	help	manage	client	expectations.	It	may	also	include	a	task	breakdown
that	shows	what	tasks	are	completed	versus	which	are	ongoing,	offering	clients	a	more	detailed	view	of	project	activities.	The	better	they	can	use	the	template	to	maintain	effective	communication,	the	better	they	can	ensure	client	satisfaction.	How	to	Use	Our	Project	Progress	Report	Template	The	progress	report	template	captures	the	project	over
the	course	of	a	specific	time	period,	which	means	there’s	lots	of	data.	Using	our	free	progress	report	template	is	a	way	to	organize	all	the	information	so	that	you	don’t	overlook	anything	important	or	add	anything	trivial.	Project	Top	Line	Information	The	top	of	the	progress	report	template	captures	the	overall	details,	such	as	the	project’s	name,	who
the	stakeholders	are	and	the	project	manager.	Then	there’s	a	space	to	add	the	period	that	is	being	reported	on,	who	compiled	it	and	when	it	was	submitted.	There’s	also	a	place	to	note	the	deadline	for	the	final	deliverable	to	place	the	report	in	context.	Summary	While	the	whole	progress	report	template	is	a	way	to	distill	the	events	of	the	period
covered	into	digestible	bits,	there’s	a	summary	on	top	of	that	to	give	the	big	picture.	This	section	shows	the	current	progress	for	the	overall	project	status,	its	scope,	schedule,	cost	and	risk.	There	is	a	dropdown	menu	to	make	this	easier.	Then	there	is	another	column	with	a	dropdown	menu	that	shows	the	prior	status	so	you	can	compare.	The	last
column	allows	you	to	write	a	brief	summary	to	explain	the	status.	Tasks	In	this	section,	you	can	list	all	the	tasks	that	were	executed	over	the	period	discussed	in	the	progress	report	template.	The	columns	let	you	name	the	task	being	tracked,	what	its	status	is	and	objective.	There’s	a	column	for	the	date	it’s	due,	according	to	the	project	plan	and	then
the	actual	date	it	was	completed.	If	it’s	not	complete,	there’s	a	column	for	noting	the	percentage	it	is	complete.	Finally,	the	last	column	lets	you	note	the	state	of	your	deliverable	if	it’s	done,	in	progress	or	hasn’t	yet	been	started.	Issues	There	are	always	risks	inherent	in	every	project,	though	these	issues	might	not	always	arise	during	the	reporting
periods.	However,	they	might,	which	is	why	the	next	section	provides	space	to	identify	the	issues	and	who	found	it.	Note	what	actions	need	to	take	place	or	if	the	issue	is	minor	enough	that	it	won’t	impact	the	project	and	can	be	left	alone.	Budget	Here’s	where	the	all-important	expenditure	is	captured.	There’s	a	column	for	the	line	item	in	your	budget,
followed	by	the	total	money	allocated	for	that	item,	what	was	spent	over	the	course	of	the	reporting	period	and	then	the	total	expenditure	to	date	in	the	project.	Accomplishments	If	there	are	any	accomplishments	that	don’t	fall	under	the	above	categories,	they	can	be	listed	here.	This	can	include	any	activities,	meetings	or	other	things	that	the	project
achieves	and	are	notable	enough	to	be	reported	on.	Expected	Accomplishments	The	progress	report	template	ends	with	a	look	forward	to	the	next	reporting	period.	It	allows	you	to	set	expectations	for	your	stakeholders.	Other	Reporting	Templates	That	Can	Help	The	free	progress	report	template	is	only	one	of	the	dozens	of	project	management
templates	that	can	be	downloaded	from	our	site.	We	have	several	that	deal	with	reporting	and	have	highlighted	a	few.	Change	Request	Form	One	result	of	using	a	progress	report	is	that	stakeholders	come	back	with	changes.	To	manage	those	changes	to	keep	within	the	scope	of	your	project,	use	our	free	change	request	form.	It’s	a	fundamental	pillar
in	building	a	successful	change	management	process.	Status	Report	Template	A	status	report,	as	mentioned	above,	is	not	exactly	the	same	as	a	progress	report.	Our	free	status	report	is	a	snapshot	of	the	project	that	captures	that	one	moment	in	time	rather	than	a	period	of	time,	such	as	in	the	progress	report.	Status	reports	are	a	way	to	communicate
with	your	stakeholders	when	they	want	something,	now.	Lessons	Learned	Template	Not	a	report	per	se,	but	a	great	template	to	capture	what	you’ve	learned	from	the	progress	report	to	avoid	making	similar	mistakes	as	you	move	forward	in	the	project.	Our	free	lessons	learned	template	can	be	used	at	the	end	of	the	project	as	a	post	mortem	but	it	can
be	equally	useful	after	you	present	your	progress	report	to	help	you	make	incremental	changes	during	the	execution	of	the	project.	How	ProjectManager	Improves	Progress	Reporting	Templates	are	great,	but	they	are	limited.	They	are	not	dynamic	and	aren’t	connected	with	your	project	management	tools.	Plus,	they	can	get	lost	in	the	shuffle	if	you’re
not	using	digital	templates.	ProjectManager	is	award-winning	software	that	helps	organize	tasks,	teams	and	projects	with	the	reporting	tools	you	need	to	graduate	from	simple	templates.	Our	robust	reporting	features	do	everything	your	progress	report	template	does,	faster	and	easier.	When	you	need	to	create	a	progress	report	use	our	one-click
reporting	feature.	You	can	create	status	reports,	reports	on	budgets,	even	timesheets	and	much	more.	These	reports	are	more	up-to-date,	can	be	shared	with	a	keystroke	and	they	can	even	be	filtered	to	show	stakeholders	just	what	they	want.	First,	because	our	software	is	cloud-based,	all	your	teams	are	connected	no	matter	where	they	are.	As	they
update	their	statuses	that	data	is	collected	on	the	tool	so	monitoring	and	reporting	is	accurate	and	up	to	the	minute.	Related	Content	If	you’re	looking	for	more	information	on	project	reporting,	we	published	a	project	management	blog,	have	tutorial	videos	and	free	guide	books	about	every	aspect	of	project	management	on	our	site.	It’s	a	great
resource.	Here	are	a	few	we	picked	to	get	you	started.	ProjectManager	is	a	cloud-based	project	management	solution	that	helps	you	plan,	monitor	and	report	on	your	project.	Online	Gantt	charts	give	project	managers	control	over	their	schedule	and	kanban	board’s	visual	workflow	for	greater	transparency.	Teams	get	a	collaborative	platform	to	work
better	together	no	matter	where	they	are.	See	how	we	can	help	you	run	a	tighter	project	by	taking	our	free	30-day	trial	today.


