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Arts Collaboration and Community 
Engagement 
 

Project Progress Report Assignment 
 

The aim of this assignment is to provide experience in writing a progress report for a project. 

Such a report should be generated periodically when you are engaged in the implementation 

and management of a project. Recommended is that you monitor progress once a month for 

longer projects. A project that only takes a week, however, might need daily monitoring. The 

length of the report will depend on what you need to report on. 

One way to think about the process is to consider things you have learned about project 

planning in other courses in our program. For example, monitoring progress can be thought of 

as a way of observing the gaps. A gap is the difference between where your project is now and 

where it should be according to the plan. You find the gaps simply by consulting the plan and 

seeing whether you are behind, on time, or ahead of schedule for things to be done. This 

includes activities, as well as deliverables. 

If there are no gaps (or if you are ahead of schedule), you still need to write a report indicating 

that with suggestions on how to maintain your progress. If you are behind, the report will note 

the areas where gaps have appeared and what you will do to close them. 

A progress report can be as detailed as the project you are working on demands. For the 

purposes of this assignment, include the items in the list below in a report that addresses where 

your Community Engagement Project is at this stage. Keep in mind that the purpose of this 

report is to keep you and your project partners on track. It should be something that can be 

easily read and understood by others while still providing enough detail for action to be taken. 

 Name of the Project 

 Your name (as the preparer of the report) 

 Summary of the project progress 
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o Narrative description of project progress, particularly with regard to the achievement of 

objectives and expected results. 

o Note what management measures might be necessary to get the project back on track if 

needed. 

 Background/context 

o Update of the description of the project with regard to background and context. 

o Description of changes with regard to assumptions made in the planning phase and the 

possible impact on project design, planning and implementation in terms of being able 

to achieve the project’s objectives. 

 Target group, beneficiaries and local project partner 

o Update of the information regarding the target group, beneficiaries and project partners. 

o Description of changes and impact on project design, planning and implementation in 

terms of being able to achieve the project’s objectives. 

 Monitoring, project management (difficulties encountered, management measures) 

o Difficulties encountered during project implementation and management measures 

applied to solve the problems, e.g. changed project environment, target group, local 

partner organization and other local parties involved and/or other difficulties 

encountered that have led to a change in project planning. 

o Lessons learned as a result and how they have been taken into consideration for further 

project implementation. 

 Evaluation 

o In the case that evaluation measures have been carried out during the period covered by 

the progress report, provide a short summary, including relevant findings and 

recommendations. 

o In the case that no evaluation measures have been carried out during the reporting 

period, indicate the date when they will be carried out and what the actual state of 

preparations is. 

o How will the evaluation results be taken into consideration for further project 

implementation? 

 Perspectives 

o Changes and adjustments necessary with regard to the next reporting period. 

o Show the amended project plan and budget for moving forward. Amend just what is 

needed in both of these. 
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o Note: For the purposes of this assignment, show the changes in Community 

Engagement Project Plan Section 3 of the plan only. 

 Attachments to the progress report (Optional) 

o List of attachments to the progress report. These might include additional reports, 

financial documents, letters, memos, or any other relevant material. If you don’t have any 

attachments, you don’t need to include this section. 

Grading for this assignment is based on completeness, professional look, coherence, level of 

necessary detail, and writing mechanics. 

 

Progress Report Video Presentation 
 
For this assignment, you will already have prepared the assignment: Project Progress Report. 
The aim of this assignment is to give you some experience in conducting a project-progress 
meeting. You will create a video recording of your presentation. 

Select a group of people with whom to do this assignment. They can be members of your class 
(if you can meet in-person) or other people you know.  

Your task is to inform the group and to respond to questions posed. It’s helpful if the members 
of the group have seen the report before the meeting (and, typically, this would be the case). 
Ask them to prepare some questions to pose to you. 

Your project-progress meeting should be structured like any professional presentation, with an 
introduction, body, and conclusion. Consider what the members of your project group need to 
know in such a meeting. What information will you convey? How will you convey it? What do 
you want them to do as a result of what you’ve told them? How should you conclude the 
meeting? 

The length of this video should be no more than seven minutes. Granted, that is a short 
meeting, so plan your content and delivery well. The timeframe should include at least two 
questions from members of the group. 

You will be evaluated on the overall organization, content, and professional delivery of the 
presentation with focus on completeness of the information, coherence, organization, and 
degree of detail and explanation. In addition, the evaluation will include the clarity of the 
information and how clear it is what you want to happen as a result of the presentation. If 
changes need to take place, what are they and what do you want the group to do? If no 
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changes are needed, how do you convey this, and what do you want the group to do as a 
result? 
 
 


