[image: ]		Bi-Weekly JNET Resource Progress Report

	To: {Name of JNET Executive Director}, JNET Executive Director
       {Name of JNET Business Director}, JNET Business Manager
	Date: {Date of Report}

	From: {Name}, {Company} Agreement Manager
	Period Covered:  {Start Date through End Date}



{Each resource assigned to the JNET project should be included in the progress report.  Below we only provided the one example is provided in this template.  You will need to copy and paste all the sections under the first name and repeat them for each resource.} 
1. {Last Name}, {First Name}

	Project Name or Non-Project Activity
	Tasks Completed
	Tasks Started 
	Goals for Upcoming Two Weeks

	{Project Name}
	{List all tasks completed during the progress period for this project}
	{List all tasks started during the progress period for this project.  There is no need to duplicate tasks which were started and completed and are already listed in the completed}

	{List all of the goals associated for this project for this resource in the next two weeks}

	{Project Name}
	{List all tasks completed during the progress period for this project}
	{List all tasks started during the progress period for this project.  There is no need to duplicate tasks which were started and completed and are already listed in the completed}

	{List all of the goals associated for this project for this resource in the next two weeks}

	……Repeat as needed for projects assigned
	
	
	



Issues, Problems:
{List all Issues and Problems this resource has identified.  This can be associated with a specific project or general issues and problems.  If they are associated with a project, the project name should be listed or identified. If there are no issues or problems during this reporting period “None” should be entered.}


Recommended Improvements or Efficiencies:
{List all Recommended Improvements or Efficiencies identified by this resource during this reporting period.  This section is meant to capture direct resource ideas which could provide for more efficient ideas and opportunities impacting processes, procedures and flow within the JNET office.  These improvements or efficiencies can be associated with a specific project or general items.   JNET has a separate enhancement system which is used to log application enhancements.  If these improvements or efficiencies are associated with a project, the project name should be listed or identified.  If there are no issues or problems identify by this resource during this reporting period “None” should be entered.}

Planned Absences:
{List all planned absences which have occurred during this progress period for this resource.  Also, identify all known absences ……Improvements or Efficiencies that could opportunities this resource has identified during this reporting period.  These improvements or efficiencies can be associated with a specific project or general items.   If they are associated with a project, the project name should be listed or identified.  If there are no issues or problems during this reporting period “None” should be entered.}


2. {Last Name}, {First Name}
	Project Name or Non-Project Activity
	Tasks Completed
	Tasks Started 
	Goals for Upcoming Two Weeks

	{Project Name}
	{List all tasks completed during the progress period for this project}
	{List all tasks started during the progress period for this project.  There is no need to duplicate tasks which were started and completed and are already listed in the completed}

	{List all of the goals associated for this project for this resource in the next two weeks}

	{Project Name}
	{List all tasks completed during the progress period for this project}
	{List all tasks started during the progress period for this project.  There is no need to duplicate tasks which were started and completed and are already listed in the completed}

	{List all of the goals associated for this project for this resource in the next two weeks}

	……Repeat as needed for projects assigned
	
	
	


 

Issues, Problems:
{List all Issues and Problems this resource has identified.  This can be associated with a specific project or general issues and problems.  If they are associated with a project, the project name should be listed or identified. If there are no issues or problems during this reporting period “None” should be entered.}


Recommended Improvements or Efficiencies:
{List all Recommended Improvements or Efficiencies identified by this resource during this reporting period.  This section is meant to capture direct resource ideas which could provide for more efficient ideas and opportunities impacting processes, procedures and flow within the JNET office.  These improvements or efficiencies can be associated with a specific project or general items.   JNET has a separate enhancement system which is used to log application enhancements.  If these improvements or efficiencies are associated with a project, the project name should be listed or identified.  If there are no issues or problems identify by this resource during this reporting period “None” should be entered.}

Planned Absences:
{List all planned absences which have occurred during this progress period for this resource.  Also, identify all known absences ……Improvements or Efficiencies that could opportunities this resource has identified during this reporting period.  These improvements or efficiencies can be associated with a specific project or general items.   If they are associated with a project, the project name should be listed or identified.  If there are no issues or problems during this reporting period “None” should be entered.}


3. {Repeat for as many resources as are assigned to JNET}

Resource Conflicts:
{List all known resource conflicts for projects and summarize all anticipated resource absences. }

Anticipated Resource Absences:
{Summarize all anticipated resource absences.}

Other Recommendations:
[bookmark: _GoBack]{Include other recommendations here.}
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