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Note: Use this document to record brief status to your project management.  This is equivalent to a trip report, site visit report, or weekly status.  Note Site Visit Report is an OM template option

Information from this engagement summary will be compiled in the formal status reports produced at the end of each month.

Note: Press [Alt - M] to display the OM menu.

This summary describes the work performed by <Consultant Name>  from <Beginning Date>  through <Ending Date>.

Accomplishments

· Completed...

· Analyzed...

· Trained....

· Produced ....

The deliverables produced have been given and explained to <Client Project Manager>.   Detailed technical information has been communicated to <Project Member> on the project team on <Debrief Date And Time>  Any soft deliverables have been placed in the appropriate network library directory.

These file names are:

Recommendations 

Detailed Tasks Forthcoming

Note: Detailed tasks should also include assignment and expected due dates.

Open Issues and Decisions

_____________________________________________________________________  Date _________
<Consultant Name>
 


_____________________________________________________________________  Date _________
<Project Manager>
