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Project Name – Team Name
Project Checkpoint Report
Week ending 25 July, 2007
Author:  Author Name, Author Title (+xx xxx xxx xxx)
Key Performance Indicators

Tolerance status

Actual or potential problems or deviations from plan

Previous Period

Follow-ups from previous period

This Period

Activities
Products completed

Quality work carried out

Next period

Work planned

Products to be completed

Encl.
Cc:

What is a Checkpoint?


A team-level, time-driven review of progress, usually involving a meeting.


What is a Checkpoint Report?


A progress report of the information gathered at a checkpoint meeting, which is given by a team to the Project Manager and provides reporting data as defined in the Work Package.
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