Business Project Report Form
Project Name: __________________________________________
Project Manager: __________________________________________
Department/Division: __________________________________________
Date of Submission: _____________________
[bookmark: _r6zsf6xm923p]1. Project Summary
· Purpose and Goals:
· Target Completion Date: _____________________
[bookmark: _7fa20mkyj40n]2. Milestones Achieved
	Milestone
	Target Date
	Completion Date
	Status

	
	
	
	

	
	
	
	


[bookmark: _t3cm0vljks49]3. Resource Allocation and Budget
· Total Budget Allocated: _____________________
· Expenditures to Date: _____________________
· Resource Adjustments Made:
[bookmark: _8zxuxiuzdygk]4. Project Impact and ROI (Return on Investment)
· Estimated Impact on Business Objectives:
Project Manager’s Signature: _____________________ Date: _____________
Department Head’s Approval: _____________________ Date: _____________

Copyright @ SampleForms.com
