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	ICON: Status report – IWT Progress report
<Acronym> <period>
<IWT Number>

	This document will be treated as strictly confidential


	Instructions
· To be delivered to IBBT at least once in every six months.
· To be written by the project leader.
· Must be uploaded to the MyBBT website, in the relevant sections.
· For companies receiving IWT R&D support, this ICON status report will be considered as a progress report. In that case, IBBT will forward the report to IWT.

· Payment to companies receiving IWT funding is dependent on the delivery of these reports.




	Project status meeting
	dd. 

	Date of report
	


	
	Name
	Company
	Email
	Phone

	Project leader
	
	
	
	

	Head of research
	
	
	
	

	Program manager
	
	
	
	


Executive summary:
	


Attending the plenary progress meeting of <date>:
	Name
	Partner
	e-mail address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1. Project definition – Innovative aims, innovation targets
<1 page-description of the innovative goals, as mentioned in the Project proposal. This description will serve as the reference for notification.>

2. Minutes of the project status meeting: bottlenecks, arrangements and action items
<In particular the discussion of obstacles, and what actions should be taken to resolve them.
Points of attention that might influence the milestones in obtaining the innovation goals, cfr. Definition of the project>
2.1. Minutes of the meeting
2.2.
Specific corporate information

<Specific information that could influence the innovation targets, reported by companies.>
2.3.
List of project implementation risks
<Briefly describe the specific risk associated with implementing the project and how they will be managed.>
3. Planning - Milestones
< Preferably the most recent and most detailed project plan. It is advised to illustrate this planning with a Gantt chart or any other comprehensible view. Complementary explanation should be provided whenever needed.>
4. Input from working packages
<1 page per work package, following the structure mentioned below>
4.1. WP X: WP-name.



Date: 
4.1.1.  Global Status:
	X/O
	green
	X/O
	Orange
	X/O
	red


	X/O
	The WP-leader demands the attention of the Project leader

	X/O
	The WP-leader demands an urgent consultation from the Project leader


<Short resume of the global status of the work package in the past period.

For example: “The activities are running smoothly, except for the task XX. The small delay that has occurred will be overcome during next month. There is no influence on the milestones of project completion.” Of: “Deliverable xx is ready as a draft, and will be circulated among partners.”>
4.1.2.  Activities of past period (Mx – Mx)
< To-do list with global progress per task, or part of a task, status, e.g. 65% completed. >
	Task
	Description
	Progress

	Tx.y
	
	

	
	
	

	
	
	

	
	
	


<Past semester, the following tasks have been performed.

· Sum up the items that need a strategic analysis

· Write down the method for this analysis
· Let the different documents be reviewed by several partners.>
4.1.3.  Meeting agenda from past period
<Mention all internal WP-meetings and cross-WP-meetings >
4.1.4. Other activities in the past period
<Activities that fall outside the range of the specific tasks of the project syndicated, but yet have a link and/or are relevant for the project, like:

-
Participation in congresses, seminars and workshops

-
Papers en presentations

-
External interactions, meeting with related initiatives and/or partners.

-
… >
4.1.5. Problems – suggested solutions
<e.g.: Analysis shows that the suggested tools will not generate the expected results. This will impact task xx; Real Time Scheduler will be made.
- Meanwhile, a study designed around alternative tools, and a shortlist was drawn from 3 options. Over the next 2 weeks is a selection made to the project meeting will be presented.

- It is in line with expectation that the delay in the course of the next quarter can be retrieved, so the milestone is not yet in danger. We continue to monitor this carefully.
4.1.6. Significant deviations in resources.
<Includes motivation and potential impact on achieving the project objectives. Example: Head Designer WP x, absent for a long time due to illness. He is replaced by y.>
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