WORKSHEET A7: Project Reporting Requirements and Frequency
The COOP Leader issues a [weekly/monthly/quarterly] report to senior management. This report contains a brief executive summary, which is additionally distributed to the executive director/general manager and board members as appropriate.
	COOP Leader:

	Distribution for COOP Leader’s periodic progress report is as follows:
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	Department/Agency:
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	Distribution for Executive Summary Only:
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	Contents of the Report Include:

	Activities Accomplished during the previous reporting period:
· Activities completed:
     

· Outstanding Issues Encountered:
     

· Means of Resolving These Issues:
     


	Progress Made Against agreed Milestones:
· Milestone Description:
     

· Scheduled Date:
     

· Progress Made:
     

· Likelihood of Meeting Scheduled Date:
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