
Status Report Guidance and Template
Guidance:  

Installation WAWF-RA POCs are requested to provide monthly status reports to the MCSC PA Project Office commencing after the implementation team departs their site.  Reports are due no later than the 10th of each month and should cover the previous calendar month.  The template below is provided for your use.  It is recommended that the report be provided via email to the addresses in the “To” line.

Template:

10 XXX 03

From:  (Installation XYZ) WAWF-RA POC

To:      MCSC PA Project Officer  (Balsleymc@mcsc.usmc.mil)

(Copy to:  bhaller@caci.com; jbeiswanger@unitech1.com)

Subj:  Status Report for (Installation XYZ) WAWF-RA Implementation

PERIOD COVERED:  (Previous calendar month, report due to MCSC PA Project Officer NLT the 10th of the following month).
STATUS OF IMPLEMENTATION:

A.  STATUS:  (Report on overall implementation progress).

B.  CHALLENGES: (Give a brief description of challenge(s) and cause(s)).

IMPACT:  (Report impact on implementation).

SOLUTION:  (Give brief description of what needs to be done).

POINT OF CONTACT:  (List the POC who is working the issue to include email address and phone number).

ESTIMATED COMPLETION DATE (ECD):  (Provide ECD).

C.  SUCCESSES:  (Provide brief description of all successes and whether, in your opinion, these successes may be applicable to other installations).

D.  OTHER COMMENTS:  (Identify any other items here; e.g., change point of contact (POC) phone number to XXXX).

E.  POC FOR THE REPORT:  (Grade / Rank, Name, position title, commercial and DSN telephone numbers, email address).

Signature block
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