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	Contract Performance Report
Table Template·  Replace placeholder values with actual data
	



	Section
	Details / Example
	Notes / Comments

	Report Title
	Contract Performance Report
	Replace with actual title if needed

	Reporting Period
	[DD/MM/YYYY – DD/MM/YYYY]
	Specify the period covered

	Prepared By
	[Name / Department]
	Person responsible

	Approved By
	[Name / Position]
	Person approving the report

	Contracting Party
	[Company / Client]
	Name of partner

	Contract Number
	[Number]
	Official contract ID

	Contract Start / End Date
	[Start Date] – [End Date]
	Dates of contract validity

	Purpose of Contract
	[Brief description]
	Short summary of contract scope

	Overall Performance
	[Met / Partially Met / Not Met]
	High-level assessment

	Performance Assessment

	Delivery
	Planned: [100 units] · Actual: [Delivered units] · Deviation: [±%]
	e.g., delays, partial deliveries

	Quality
	Planned: [ISO standard] · Actual: [Achieved level] · Deviation: [±%]
	Quality issues

	Cost
	Planned: [Budget] · Actual: [Actual cost] · Deviation: [Difference]
	Cost overruns or savings

	Schedule
	Planned: [Planned date] · Actual: [Actual date] · Deviation: [± days/weeks]
	Schedule slippage

	Risks & Issues

	Risks & Issues
	Identified Risks: [List] · Issues: [List]
	Actions taken or planned

	Key Metrics / KPIs

	On-time Delivery
	Target: [%] · Actual: [%] · Status: [Green / Yellow / Red]
	Use traffic light indicators

	Defect Rate
	Target: [%] · Actual: [%] · Status: [Green / Yellow / Red]
	Use traffic light indicators

	Cost Variance
	Target: [Amount] · Actual: [Amount] · Status: [Green / Yellow / Red]
	Use traffic light indicators

	Customer Satisfaction
	Score: [X/10] · Status: [Green / Yellow / Red]
	Use traffic light indicators

	Recommendations / Next Steps

	Recommendation 1
	[Recommendation 1]
	Actions to improve performance

	Recommendation 2
	[Recommendation 2]
	Actions to improve performance

	Recommendation 3
	[Recommendation 3]
	Actions to improve performance
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