	Group Name:  (Name of area (Ex: Technovue)) 

	Prepared by: Name of the person preparing the document
	For the period: (biweekly)


Positive Events and Examples:

Contains any information that is considers as a positive in your area.



Issues and Concerns:

Contain any thing that has prohibited or has the potential of prohibiting an action item to start or be complete. 

Activities Completed (required):
Contain activities that were completed within the biweekly period.

Activities In-Process (required):
Contain activities that are in process during.

Next Steps (required):
Contain the next steps that the group plans on completing within the next biweekly period. 

Red Flags:

Contain any issue that is preventing the group to complete a given task.

