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No one enjoys surprises, which is why an effective project manager understands the necessity of keeping
stakeholders informed and up to date. A good project manager also dedicates time to crafting a clear,
concise, and informative regular progress report, ensuring that each is discussed with key stakeholders.

Be clear, honest and insightful

A great progress report should not just be a list of completed tasks.
It should tell a story supporting the outcome of the project or
programme, giving the context and clarity of any directional steers
needed. Be comfortable delivering honest, insightful and tough
messages when needed.
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Its a fundamental delivery discipline

The discipline of writing a regular progress report is fundamental
to successful programme or project delivery. It forces the PM to
take a step back, think hard about what is going well and - more
importantly - what is not going so well, and define appropriate
remedial actions.
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Concise summary with informative details

The first page states the RAG status overall and across other important dimensions, includes two or three top issues - or risks if there are no
issues - and most importantly summarises the key messages from the rest of the report.
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