Project Name:








File Number:
Agreement between:
&



Overall Description:

Key Client Contact(s):



Telephone:
Key University Contact:



Telephone:
Agreement Signed:
Project scheduled commencement date:


May 2002

Actual commencement date:
May 2002

Project scheduled completion date:


May 2005

Anticipated completion date:
May 2005

Progress reports to go to:
Objective:

	Month
	By Whom
	% time commi-tment
	Task
	Action Required by Researcher
	Approx. commencement date & date due for completion
	Action by xxx xxxx
	Action by Project Steering Committee
	Financial Action
	Comments
	Task/s Completed?

(y/n – date)

	00-05-02


	
	
	
	
	
	· Negotiate/Prepare contract details & arrange for signing

· Arrange formal relationship agreement between xx & xx

· Update & distribute schedule following meeting on 20/11

· Confirm members of steering committee & arrange 1st meeting date

· Arrange first financial installment


	
	· Set up necessary cost-centres

· Transfer funds to project a/c.
	
	

	00-05-02


	
	
	
	.
	Commenced: 

Completed:


	
	
	
	
	

	
	
	
	
	
	Commenced:

Due:


	
	
	
	
	

	
	
	
	
	
	Commence:

Due:


	
	
	
	
	

	
	
	
	
	
	Commence:

Due:


	
	
	
	
	

	
	
	
	
	
	Commence:

Due:


	
	
	
	
	

	
	
	
	
	
	
	· Organise committee meeting, distribute agenda etc.

· Take minutes & distribute, follow up actions.
	· 1st meeting held
	
	
	


Objective One Cont/.
	
	
	
	· 1st progress report written
	· 1st Progress report prepared & submitted through xx
	Commence:

*Due: 05/03


	· Ensure report meets agreed outline

· Submit report to xxx
	
	
	
	

	
	
	
	· 2nd progress report written
	· 2nd progress report prepared & submitted through xx
	Commence:

*Due: 05/04


	· Ensure report meets agreed outline

· Submit report to xxx & arrange financial installment
	
	· Transfer funds to project a/c.
	
	

	
	
	
	· FINAL report submitted
	· Final report prepared & submitted through xx
	Commence:

*Due: 05/05


	· Ensure report meets agreed outline

· Submit FINAL report & arrange final installment
	
	· Transfer funds to project a/c.
	
	


* To be submitted to xxx xxx a minimum of one week prior to the agreed due date in both electronic and hard copy format.
