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INDIVIDUAL STATUS REPORT 
Accomplishments for last week 

§  
 
Objectives for next week  

§  
 
Issues 

§  
_______________________________________________________________      
 
MEETING MINUTES: 
Date: 
Who: 
Agenda: 
 
Topic 1 
Major points of discussion 
Action Items: 
Person1 will accomplish X by mm/dd/yy 
Person2 will accomplish x by mm/dd/yy. 
 
Topic 2 
Major points of discussion 
Action Items: 
Person1 will accomplish X by mm/dd/yy 
Person2 will accomplish x by mm/dd/yy. 
 
_______________________________________________________________      
 
PROJECT PROGRESS REPORT 
Date: 
 
Issue 1 
status 
 
Issue 2 
status 
 
Issue 3 
status 
_______________________________________________________________      
 
ISSUE TRACKING 
 
Nbr Status Issue Date Description Resolution 
      
      
      

 
 
 
 
 


