Progress Reports
Description and Instructions
· The progress reports are to help track and assess the forward progression of the consultation team.

· Progress reports are standard in the consulting industry, and are used to track time and account for billing hours. 

· Progress reports MUST be completed after every client meeting or interaction.

· A minimum of Six (6) progress reports must be completed before the final report is due. 

· Detailed descriptions are vital to the reference of the progress reports.

· Team members will refer to the progress report to gain information about the content of the client meetings.

· Please complete each required field.

· TIP: It will be beneficial to have one universal progress report. This preparation will help during the compilation of your semester end consolation report. 

· If you need assistance please visit the Entrepreneur Office LH321A or ask your Entrepreneur Advisor.  

Progress Report

	Team Members Present:
	Travel Time
	Date: 
Date
	Report # 1

	Team Member
	00 minutes
	Team: Team Name

	Team Member
	00 minutes
	Name of client: Client Name

	Team Member
	00 minutes
	Client’s company: Company Name

	Team Member
	00 minutes
	Total elapsed time for this meeting: 00 HR, 00 Min

	Team Member
	00 minutes
	Start-finish-duration: 12:00pm – 12:00pm

	Team Member
	00 minutes
	Next scheduled meeting: TBA


	PURPOSE OF MEETING WITH CLIENT:

	Description of why the team wanted to meet with the client. 
What did the team expect to receive from the client? 
What were the focus areas? 


	AGENDA

	I.
Objective 1
II.  
Objective 2
III.
Objective 3
IV.
Objective 4


	WHAT HAPPENED AND HOW:

	Explain, in detail, how the meeting transpired.
Describe the information received as it relates to the goals the team wanted to achieve?

What did the team observe?


	GOALS / MILESTONES
	
	
	

	Item
	
	Who will do it
	Deadline

	What is the next goal?
	
	All members
	12/15/2005

	What is the next goal?
	
	All members
	10/13/2005

	What is the next goal?
	
	
	


	NEXT STEPS (procedure for following through on goals/milestones):

	Describe / list how the team will achieve the next set of goals and milestones. Who will be responsible for each?


Progress Report

	Team Members Present:
	Travel Time
	Date: 
Date
	Report # 2

	Team Member
	00 minutes
	Team: Team Name

	Team Member
	00 minutes
	Name of client: Client Name

	Team Member
	00 minutes
	Client’s company: Company Name

	Team Member
	00 minutes
	Total elapsed time for this meeting: 00 HR, 00 Min

	Team Member
	00 minutes
	Start-finish-duration: 12:00pm – 12:00pm

	Team Member
	00 minutes
	Next scheduled meeting: TBA


	PURPOSE OF MEETING WITH CLIENT:

	Description of why the team wanted to meet with the client. 

What did the team expect to receive from the client? 

What were the focus areas? 


	AGENDA

	I.
Objective 1

II.  
Objective 2

III.
Objective 3

IV.
Objective 4


	WHAT HAPPENED AND HOW:

	Explain, in detail, how the meeting transpired.

Describe the information received as it relates to the goals the team wanted to achieve?

What did the team observe?


	GOALS / MILESTONES
	
	
	

	Item
	
	Who will do it
	Deadline

	What is the next goal?
	
	All members
	12/15/2005

	What is the next goal?
	
	All members
	10/13/2005

	What is the next goal?
	
	
	


	NEXT STEPS (procedure for following through on goals/milestones):

	Describe / list how the team will achieve the next set of goals and milestones. Who will be responsible for each?


Progress Report

	Team Members Present:
	Travel Time
	Date: 
Date
	Report # 3

	Team Member
	00 minutes
	Team: Team Name

	Team Member
	00 minutes
	Name of client: Client Name

	Team Member
	00 minutes
	Client’s company: Company Name

	Team Member
	00 minutes
	Total elapsed time for this meeting: 00 HR, 00 Min

	Team Member
	00 minutes
	Start-finish-duration: 12:00pm – 12:00pm

	Team Member
	00 minutes
	Next scheduled meeting: TBA


	PURPOSE OF MEETING WITH CLIENT:

	Description of why the team wanted to meet with the client. 

What did the team expect to receive from the client? 

What were the focus areas? 


	AGENDA

	I.
Objective 1

II.  
Objective 2

III.
Objective 3

IV.
Objective 4


	WHAT HAPPENED AND HOW:

	Explain, in detail, how the meeting transpired.

Describe the information received as it relates to the goals the team wanted to achieve?

What did the team observe?


	GOALS / MILESTONES
	
	
	

	Item
	
	Who will do it
	Deadline

	What is the next goal?
	
	All members
	12/15/2005

	What is the next goal?
	
	All members
	10/13/2005

	What is the next goal?
	
	
	


	NEXT STEPS (procedure for following through on goals/milestones):

	Describe / list how the team will achieve the next set of goals and milestones. Who will be responsible for each?


Progress Report

	Team Members Present:
	Travel Time
	Date: 
Date
	Report # 4

	Team Member
	00 minutes
	Team: Team Name

	Team Member
	00 minutes
	Name of client: Client Name

	Team Member
	00 minutes
	Client’s company: Company Name

	Team Member
	00 minutes
	Total elapsed time for this meeting: 00 HR, 00 Min

	Team Member
	00 minutes
	Start-finish-duration: 12:00pm – 12:00pm

	Team Member
	00 minutes
	Next scheduled meeting: TBA


	PURPOSE OF MEETING WITH CLIENT:

	Description of why the team wanted to meet with the client. 

What did the team expect to receive from the client? 

What were the focus areas? 


	AGENDA

	I.
Objective 1

II.  
Objective 2

III.
Objective 3

IV.
Objective 4


	WHAT HAPPENED AND HOW:

	Explain, in detail, how the meeting transpired.

Describe the information received as it relates to the goals the team wanted to achieve?

What did the team observe?


	GOALS / MILESTONES
	
	
	

	Item
	
	Who will do it
	Deadline

	What is the next goal?
	
	All members
	12/15/2005

	What is the next goal?
	
	All members
	10/13/2005

	What is the next goal?
	
	
	


	NEXT STEPS (procedure for following through on goals/milestones):

	Describe / list how the team will achieve the next set of goals and milestones. Who will be responsible for each?


Progress Report

	Team Members Present:
	Travel Time
	Date: 
Date
	Report # 5

	Team Member
	00 minutes
	Team: Team Name

	Team Member
	00 minutes
	Name of client: Client Name

	Team Member
	00 minutes
	Client’s company: Company Name

	Team Member
	00 minutes
	Total elapsed time for this meeting: 00 HR, 00 Min

	Team Member
	00 minutes
	Start-finish-duration: 12:00pm – 12:00pm

	Team Member
	00 minutes
	Next scheduled meeting: TBA


	PURPOSE OF MEETING WITH CLIENT:

	Description of why the team wanted to meet with the client. 

What did the team expect to receive from the client? 

What were the focus areas? 


	AGENDA

	I.
Objective 1

II.  
Objective 2

III.
Objective 3

IV.
Objective 4


	WHAT HAPPENED AND HOW:

	Explain, in detail, how the meeting transpired.

Describe the information received as it relates to the goals the team wanted to achieve?

What did the team observe?


	GOALS / MILESTONES
	
	
	

	Item
	
	Who will do it
	Deadline

	What is the next goal?
	
	All members
	12/15/2005

	What is the next goal?
	
	All members
	10/13/2005

	What is the next goal?
	
	
	


	NEXT STEPS (procedure for following through on goals/milestones):

	Describe / list how the team will achieve the next set of goals and milestones. Who will be responsible for each?


Progress Report

	Team Members Present:
	Travel Time
	Date: 
Date
	Report # 6

	Team Member
	00 minutes
	Team: Team Name

	Team Member
	00 minutes
	Name of client: Client Name

	Team Member
	00 minutes
	Client’s company: Company Name

	Team Member
	00 minutes
	Total elapsed time for this meeting: 00 HR, 00 Min

	Team Member
	00 minutes
	Start-finish-duration: 12:00pm – 12:00pm

	Team Member
	00 minutes
	Next scheduled meeting: TBA


	PURPOSE OF MEETING WITH CLIENT:

	Description of why the team wanted to meet with the client. 

What did the team expect to receive from the client? 

What were the focus areas? 


	AGENDA

	I.
Objective 1

II.  
Objective 2

III.
Objective 3

IV.
Objective 4


	WHAT HAPPENED AND HOW:

	Explain, in detail, how the meeting transpired.

Describe the information received as it relates to the goals the team wanted to achieve?

What did the team observe?


	GOALS / MILESTONES
	
	
	

	Item
	
	Who will do it
	Deadline

	What is the next goal?
	
	All members
	12/15/2005

	What is the next goal?
	
	All members
	10/13/2005

	What is the next goal?
	
	
	


	NEXT STEPS (procedure for following through on goals/milestones):

	Describe / list how the team will achieve the next set of goals and milestones. Who will be responsible for each?


