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	Period reporting (DD.MM.YEAR -  DD.MM.YEAR)
	  


	Authorized company representative signature and stamp
	

	Authorized company representative print name, title and company name
	

	Date 
	


1. TASK ACTIVITY SUMMARY

Please provide a concise summary of the project task activities in this quarter, including any notable positive or negative events and outcomes. All tasks undertaken in the quarter, as identified in the project plan document, should be briefly addressed in this section. 
Max 100 words.

	 Write here… 


2. KEY MILESTONES / OUTCOMES ACHIEVIED
Please describe any KEY milestones / outcomes achieved during the reporting period (referencing, where possible, key milestones / outcomes within the context of the stage gate review process
) as well as key tasks involved in achieving the milestone..  
	No.
	DESCRIPTION OF ACHIEVED MILESTONES 
	KEY TASKS INVOLVED IN ACHIEVING MILESTONE 
	WHEN ACCOMPLISHED 

	
	
	
	

	1
	Write here…
	Write here…
	Write here…
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3. STATUS OF MARKET AND BUSINESS RISK REDUCTION ACTIVITIES 

Please explain any market and business risk reduction activities undertaken related to the project. (Please keep in mind that this section is designed to include activities not directly financed through the MINI GRANTS Program, but are nevertheless actions undertaken by the company to bring the innovation to the market). Please include description of any advances in Intellectual Property development.

Max 400 words.

	Write here…


4. ISSUES, AREAS OF CONCERN AND ASSOCIATED CORRECTIVE ACTIONS
Please outline any issues or concerns that you may have encountered during the reporting period, and provide an explanation of what was done in an effort to overcome these issues. Finally, indicate whether the issue has been resolved or not by assigning the appropriate “Issue status” (resolved/ongoing). 
	
	DESCRIPTION OF THE ISSUE
	STEPS UNDERTAKEN
	ISSUE STATUS

	
	
	
	

	1
	Write here…
	Write here…
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	3
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If necessary, you can provide additional input in the text box below.

Max 100 words.

	Write here…


5. CHANGES IN DEVELOPMENT TASKS / MILESTONES FOR THE NEXT PERIOD(S)
If there are any expected important changes to the current development plan (tasks and / or milestones) for the next project reporting period(s), please outline, describe and justify these changes. If the activities in the next project period are expected to remain the same as in the original development plan, please leave the table below empty. (This table provides an opportunity to record expected project milestones in the context of the stage gate review process.) 
	Task/

Milestone
	NAME
	DESCRIPTION OF TASK / MILESTONE
	 Revised Start – Finish date
	STATUS

	
	
	
	Duration 

[working days]
	

	1
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Appendix 1

STAGE GATE PROCESS
The “stage gate” process is based on the following pattern:

Activity → Gate → Activity → Gate → Activity → Gate →
This process means that a set of project activities is conducted within a given period of time, followed by passing through a “gate” which represents achieving relevant milestones necessary for advancing the project into the next phase of activities.
The gates (and their corresponding milestones) can be divided into 4 general categories:

1. Product concept
2. Proof of concept

3. Prototype

4. Scale up
The criteria which are used to assess whether and to what extent the milestones have been met and to assess the overall progress of the project are:

1. Technical risk reduction

2. Market risk reduction

3. Business risk reduction
� Please see Appendix 1 found at the end of this document.





Version 5.0, July 24, 2017
Version 5.0, July 24, 2017
1

[image: image1.png][image: image2.png]