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	Project / Activity Name: 
	  
	Project #:
	



	Completion Date:
	
	Report Date:
	



	Description and Issue: 

	



[bookmark: _GoBack]
	Improvement / Action
(actual metrics used may change)

	Owner
(Responsible team member of lead for item)
	Target Date
(Best case judgement)
	Actual Date
(Best case judgement)
	Status
(causes for delays or actions to take to resolve issue)
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