Weekly Progress Report

Project Title: [Project Name]
Report Week: [Start Date] 4€" [End Date]

Prepared by: [Your Name]

1. Summary of Activities

¢ [Brief description of key activities conducted this week]
¢ [Any experiments, literature review, data analysis, meetings, etc.]

2. Milestones Achieved

¢ [List of completed tasks or achieved project milestones]
¢ [Progress on deliverables or phases]

3. Challenges and Issues

¢ [Briefly describe any issues or obstacles encountered]
¢ [Actions taken or proposed solutions]

4. Plans for Next Week

e [Outline main objectives and tasks for the upcoming week]
¢ [Any targeted milestones or deliverables]

5. Additional Notes/Requests

¢ [Any other comments, requests for support, or information for stakeholders]

A weekly progress report for research projects provides a concise summary of ongoing activities, milestones
achieved, and challenges encountered. It helps maintain clear communication between team members and
stakeholders by tracking the project's development efficiently. Using a structured format ensures consistent
documentation and timely updates throughout the research process.
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