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Checkpoint Report

<Name of product>
for
<name of customer>

 1  Document properties

 1.1  Background

This document it the Checkpoint Report as required in PRINCE 2. It is intended to  report the status of work to the Project Manager, delivered at a frequency defined in the Stage Plan and/or Work Package.

 1.2  Revision history

Below is the history of the document. The columns show the document version, the version date, a short description of the corresponding version, along with the name of the responsible person.

Table 1: Document history

Revision
Date
Description
Responsible

draft
2008-10-17
Initial draft
KS

2008-10-27
2008-10-27
Completed the document
KS

2009-02-13
2009-02-13
License and mod after QA
KS

 1.3  Approvals

<The person signing this document should either be the representative for the Board, or in the case of the project being an external project, the Customer.>

This document requires the following approvals. Signed approval forms are filed in the project files.

Table 2: Approvals.

Name
Title
Signature
Date of issue
Version







 2  Checkpoint information

<The information is derived from verbal reports from team members, Stage or Team plans and previous checkpoints.>

 2.1  Date and period

<Date of checkpoint, period covered>

 2.2  Follow-ups from previous reports

<List eventual follow-ups from previous reports, and progress on these.>

 2.3  Activities

<List the activities carried out during the period.>

 2.4  Products completed 

<List the products completed during the period.>

 2.5  Quality work carried out 

<List the quality work that has been carried out during the period.>

 2.6  Tolerance status

<State the Work Package tolerance status at this point.>

 2.7  Actual or potential problems or deviations from plan

<List any problems and/or deviations from the plan that occurred during the period. Also list any potential problems and/or deviations that may occur due to the activities carried out during the period.>

 2.8  Work planned

<Give an overview over the work that is planned for the next period.>

 2.9  Products to be completed 

<Give an overview over products that are scheduled to be completed during the next period.>
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