Status Meeting Agenda
Time: 06:00
Location: Andy’s Office (SVP)
[bookmark: _GoBack]Date: 12/6/2017
Meeting Objectives
Purpose of meeting is to discuss current situation on trailer inspection project
Action Item Review: Austin Yurack 15 minutes (Meet Once Every Week)
Terry and Lucy are to conclude their action items by EOD.
Terry (5 minutes)
· Last meeting, you were assigned with tracking down all 50 trailers owned by the company
· All trailers were to be relocated to headquarters to be inspected
Lucy (5 minutes)
· Responsible for inspecting each trailer
· Assigned with giving current trailer conditions after inspection
Simeon (5 minutes)
· Reach out to customers requesting our trailers to be made available for pickup
· Provide updates once a week on progress












Issues Tracking Report
	Issue
	Date Opened
	Priority
	Assigned
	Status
	Resolution
	Date Closed

	1
	11/17/17
	1
	Lucy
	Completed
	Fixed
	11/30/17

	2
	12/1/17
	2
	Terry
	In Process
	
	12/04/17

	3
	12/3/17
	3
	Chad
	Not Started
	
	12/09/17

























PROJECT STATUS REPORT FORM
TRAILER INSPECTION
MONTH ENDING: DECEMBER 2017
PROJECT MANAGER: AUSTIN YURACK
[bookmark: _Toc257128653]
PROJECT STATUS SUMMARY		Percent Complete:	75%

	Scope
	Schedule
	Cost
	Risks
	Quality



SCOPE

Locate all trailers before month end and fully inspect. Goal is to have each trailer DOT approved for the road.

KEY ISSUES
Issues are locating all trailers and having customers empty them for pickup.

KEY RISKS
Main risk is not having all trailers back at headquarters fast enough to have each trailer inspected before month end.

DELIVERABLES AND MILESTONES

This section is a quick table which shows the status of the project milestones and deliverables.

The first column is for the name of the Milestone or Deliverable as it's in the project plan.  The next column is the WBS number, this makes it easier to find the milestone/deliverable in the project plan.  Planned is the planned date according to the approved project plan, the forecasted is the date you expect and actual is the actual date the milestone was met or deliverable was delivered.  The status is a simple one or two word status such as; completed, on schedule, behind schedule, accepted, etc.

	Milestones

	Half trailers found

	Customers contacted

	10 trailers inspected

	Upcoming Accomplishments

	All trailers located

	All trailers inspected

	All trailers road worthy



KEY PERFORMANCE INDICATORS (KPI'S)

Schedule - Project is Ahead of Schedule
Schedule Variance (SV):	$xxxx
Schedule Performance Index (SPI):	x.xx

Cost - Project is Under Budget
Cost Variance (CV):	$xxx
Cost Performance Index (CPI):	x.xx


