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RM 13
WORK IN PROGRESS REPORT

Month Ending:
[Month Ending]
Contract Number:
[Contract Number]
Project Code:

[Project Code]
Project Title:

[Project Title]
Research Provider:
[Research Provider]
Contract Awarded:
[Enter Contract Commencement date / Award Letter date ]
	Milestone Number
	Milestone Description
	Complete (Yes / No)
	Completed (%)
	Original Contract Milestone due date
	Revised Milestone due date
	Variation Request Number

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


WORK IN PROGRESS REPORTS 

1. Work in Progress report documents the percentage complete for each milestone and if applicable, any agreed contract variations. The report is required to be submitted monthly for all projects. 

2 Any Milestones which will not be completed by the contracted due date must indicate, in the Work in Progress report, the proposed completion date. This does not constitute a contract variation. The contract variation process will need to be adhered to for these proposed date changes to take. 

3 A Work in Progress Report is required for each project, and is due by the fifth working day of each month. Due to the importance of the Work In Progress report to the Ministry's planning, monitoring and reporting process, failure to file a Work In Progress report by the due date may constitute a material breach of the contract that would justify termination of the contract.
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