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	Report quality criteria
	Project assurance and/or the project manager or project support might check the following:
· Has the report been prepared at the frequency agreed with the Project Manager
· The information is objective and accurate
· Evidence can be found that work towards product delivery has been completed
· Includes any issues the team manager has dealt with within their agreed tolerances
· Includes any required updates on any open issues and risks from the previous report
· The report is consistent with previous reports, work planned in the previous report is evidenced as work completed in this one



Follow ups from previous reports
Any action items completed or resolutions of issues outstanding.
This Reporting Period

Products worked on:
	Product Ref
	Product name
	Work undertaken
	Effort 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Quality activities completed this period
	Quality Ref.
	Product Ref
	Product name
	Quality activity undertaken
	Result

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Next Reporting Period

Planned work on Products

	Product Ref
	Product name
	Work to be undertaken
	Planned Completion date.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Quality activities planned this period

	Quality Ref.
	Product Ref
	Product name
	Quality activity 
	Expected result

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Any Lessons Identified

Positive or negative experience that may help future projects or operational work.
Work Package Tolerance Status

A forecast of how the Work Package is performing against tolerances for cost/time/quality and scope this may in some circumstance include risk tolerance.

Actual measurements and a forecast should be included
Issues and Risks

Any new issues and risks identified and/or managed by the team that did not require escalation.
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