Project:  Full Name of Project (ACRONYM)

QRO:  John Smith, ASU-220

Contractor:  Name; City; State

Telephone:  XXX-XXX-XXXX

Contract:  DTFA01-XX-C-00000

Date:  April 29, 2003


Monthly Progress Report #__
Quality Assurance Division
Positive Highlights:

· In bullet format, describe project successes for the month

· During some months, these may be less than “Major”

· Pick three to five of the most significant

· This section will always contain some information

· Examples of info to be included:  Systems tested, issue resolution, upcoming activities, audits performed

Negative Influences:

· In bullet format, describe negative influences on the project

· These may include corrective action taken, loss of personnel, part shortages, funding, etc.

· This section does not include “show stoppers”

· This section may indicate “None”, if that’s the case

Red Flag Items:

· This section will only flag “show stopper” issues or high risk items in bullet format

· Issues requiring FAA intervention

· Issues having major impact on the project (e.g. cost, schedule), and management attention is required

· Much like the “Alert Bulletin”

· This section may indicate “None”, if that’s the case

· QDR issuance

Project Update:

A short paragraph to augment the bullets above.  The goal is for the entire Progress Report to be a single page (less any cover sheet), so this section should contain clear, concise statements regarding project goings-on.  Capture the attention of the reader and promote further discussion on items of interest.  One page is not a hard-fast requirement—the report shall communicate the month’s progress, and if the events require explanation of more than one page, the QRO may make that determination.

This format will provide our customers with a quick and clear review of project issues on a monthly basis.  The report will be standardized, so customers with more than one project will receive the information in a uniform fashion that will become familiar to them.  Learning the important issues of the project will be more reliable with less of an opportunity for a fact to be missed (or buried) in a long report containing repetitive information on a month-to-month basis.


Include significant audit findings.

Products Accepted/Delivered:

	CLIN:
	Part Number, Part Name:
	QTY:
	Balance:
	Total Dollar Amount:

	0002AB
	860700-1, Controller Display
	20
	40
	$200,000.00

	
	
	
	
	

	
	
	
	
	


Distribution:  Contracting Officer (original), Product Team Lead, Technical Officer, QRO’s Branch Manager, Property Administrator (as appropriate), FAALC (AML) Provisioner (as appropriate), QRO field file.










