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	Document version
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	How to use this template
	This template can be used to provide regular reports on the status/progress of your Community of Excellence (CoE) project, both at the overall project level and at the level of individual initiatives or workstreams. 
Remove instructions and examples in blue italics and adapt to make fit for purpose for your CoE project.
 To remove this ‘How to use’ section right-click on the [image: ] that appears when hovering over the top left corner of this section and select ‘Delete Table’.



Why create a progress report?
Regular progress reports help to keep stakeholders informed and keeps the project team accountable. It’s a chance for you to look at how your initiatives are performing against expected benefits and outcomes, whether your finances and schedule are on track, and to monitor any risks or issues. 
Usually, a progress report (a.k.a. project status report) will include information about:
· Work that’s been completed since the last report
· What is planned/upcoming 
· How the project budget and schedule are going
· Any items that need actioning
· Any current risks or issues (and what’s being done about them). 
The contents of this template are only suggestions for what to include in a progress report. Your organisation may already have reporting requirements and procedures in place. Or, you may prefer to use a less formal report document/format, or to create specific reports for different audiences. 
Whatever form your reporting takes, we recommend that you complete them regularly (e.g., quarterly) to help you, your team, and your stakeholders stay fully informed and to give you a documented history of the project.


Project Progress Report
	Project/Community
	

	CoE Lead Organisation
	

	CoE Lead (Project Manager)
	
	Reporting Period
	



	PROJECT STATUS

	
	Overall
	
	Financial
	Schedule
	Resources
	Risks
	Benefits

	
	
	
	
	
	
	



	Legend (RAG):
	
	Red: Requires attention 
	
	Amber: Delayed or at risk
	
	Green: On track




	Achievements and progress

	Summarise any achievements or notable progress on the project since the last report.




	Variance summary

	A variance analysis investigates the difference between your planned progress on the overall CoE project (budget/finances, schedule, resources, known risks, benefits achieved) and what actually happened during the reporting period. Summarise your findings and briefly explain the reason(s) for any variations from the project plan. 

	Financial
	


	Schedule
	


	Resources
	


	Risks
	


	Benefits
	




	BASELINE DATA

	Provider
	GP
	Community Pharmacy
	Hospital
	Private Diagnostic Imaging
	Private Pathology
	Allied Health
	Specialists

	Total (#)
	
	
	
	
	
	
	

	CURRENT DATA

	Provider
	GP
	Community Pharmacy
	Hospital
	Private Diagnostic Imaging
	Private Pathology
	Allied Health
	Specialists

	Total (#)
	
	
	
	
	
	
	



	WORKSTREAM / OBJECTIVE STATUS

	Workstream / Objective
	Data
	Progress Commentary
	Status

	
	Baseline / Prev.
	Current
	
	

	The high-level workstream or project objective—e.g., increase number of healthcare providers that are registered to My Health Record
	Data at baseline or previous report
	Latest data
	· Discuss progress with reference to targets / goals—expand on data provided or give additional stats (e.g., # or % GPs, hospitals, pharmacies, etc. registered)
· If the workstream is not on track (status is not green), explain why—e.g., describe any issues or challenges with meeting targets
· Any other relevant notes, comments, etc.
	Red-Amber-Green (RAG)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	ACTIVITIES / INITIATIVES PROGRESS

	Activity / Initiative
	No. of engagements
	Status
	Comments

	Title/description of activity—e.g., provider awareness & education sessions
	# times occurred during reporting period
	(RAG)
	Any notes about the activities or specific engagements—e.g., stats, details of engagements, variations, disclaimers, etc.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





	RISKS

	ID
	Title & Description
	Mitigation
	Owner
	Due Date
	Risk Rating
	Update / Outcome

	###
	Summary of the risk—if it happens, what might it affect in the project?
	What can / will be done to mitigate the risk?
	Who is responsible for taking action?
	Resolve by when?
	^
	Give an update on previously reported risks. Indicate when risks are resolved, etc.

	
	
	
	
	
	
	

	
	
	
	
	
	
	


^ Risk ratings may follow the RAG / traffic light indicator system or use ‘Low’, ‘Medium’, and ‘High’ based on likelihood of occurrence and degree of potential impact.
Risks are things that could happen that would impact the project but haven’t happened yet. If an event has already happened and had an impact on the project, it is an issue and should be logged separately (below). 

	ISSUES

	ID
	Title & Description
	Treatment Plan
	Owner
	Due Date
	Issue Rating
	Update / Outcome

	###
	Summary of the issue—what happened that’s impacted the project?
	What needs to be done to rectify the issue?
	Who is responsible?
	Resolve by when?
	^
	Give an update on previously reported issues. Indicate when issues are resolved, etc.

	
	
	
	
	
	
	

	
	
	
	
	
	
	


^ Issue ratings may follow the RAG / traffic light indicator system or use ‘Low’, ‘Medium’, and ‘High’ to indicate level of impact.

	CHANGE REQUESTS

	ID
	Title & Description
	Impact
	Status
	Date Approved
	Approver

	###
	Describe the change being requested.
	What will the change impact in the project?
	e.g., Open / Closed
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