Progress Reports

Column 1 is a listing of the tasks from the scope of services in the agreement.

Column 2 is the % of the project each task will entail.  This will total 100%.

Column 3 is the amount of each task completed during this billing period.  This is not related to the work effort (person hours budgeted), but is an estimate of the level of accomplishment on that task.

Column 4 is the completion of that task to date.

Column 5 and 6 are weighted forms of columns 3 and 4 respectively.  This indicates the tasks completed as a % of the total project.  The total of column 6 will indicate the level of project completion to date.  This is forwarded to the upper right hand corner of the invoice and is used as a multiplier of the fixed fee (profit).  For example:  when the project is 60% complete, you will have invoiced a total of 60% of the fixed fee.

Column 7 is the person hours budgeted for each task.

Columns 8, 9, and 10 are the actual hours worked on each task.  This is not related to the actual completion of the task.  For example, it is possible to have 40 hours for a task, but have it completed in 30 hours.  Thus, column 4 would indicate 100% complete, and column 10 would show 75%.

