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Ohio Board of Regents
	TEAM MEMBER STATUS REPORT



Purpose: This report, completed by each team member, is used to create the Project Status Report. This information is to be submitted to the project manager at least one day prior to the Project Status Report due date. It is the responsibility of those performing the work to provide accurate and timely information to ensure actual progress of the project is reported. The project manager will decide the level of detail that is gathered from the team on this report.

	Period Covered by the Report

	Period beginning date:
	

	Period ending date:
	

	
	

	Prepared by:  
	

	
	

	Recipients:
	


	Project Identification

	Team Member Name
	Project Number
	Project Manager

	
	
	


	Key Accomplishments



	· 


	Key Progress

	

	Activity
	%
	Team Member Comment

	
	
	

	
	
	

	
	
	


	Key Decisions

	·  


	Meeting Review

	· 


	Key Issues or Concerns

	· 


	Key Plans for Next Reporting Period

	· 
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