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ATTACHMENT J-2,  MONTHLY STATUS REPORT 
 
1.  Outline of Monthly Status Report 
 
 a. Transmittal Letter 
 b. Cover Page 
 

(1) Task Name 
(2) Task Number 

  (3) Date of Reporting Period 
(4) Table of Contents 
(5) List of Illustrations 

 
 c. Monthly Activity 

 
(1) Technical Progress 
(2) Problems 

 
  d. Monthly Travel 

 e. Open Deliverables 
 f. Completed Deliverables 
 g. Technical Direction 
 h. Conferences 

  i. Problem Notification Report (PNR) Summary 
  j. Task Employee Summary 
 
2. Activities During the Month for all Deliverables in Progress 
 

a. Describe technical progress and problems to include steps being taken to remedy 
any schedule or potential schedule delays. 

  
 b. Describe any problems encountered, and any resultant impact with revised schedule 

and projected completion dates. Specifically identify problems due to Government 
caused delays or anticipated problems attributable to the Government. 

 
 c. Summarize meetings attended, briefings given, documents (draft and final) and/or 

other products delivered.  
 
3. Out-of-Town Trips/Visitors during Reporting Period 
 

For each trip, indicate who traveled where, for what purposes. and the related 
deliverable(s). 
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4. Graphs, Charts, Sketches, Illustrations etc. 
 

Include where necessary to clarify written rationale. 
 
5 Open Deliverables (Products) With No Activity During the Reporting Period 
 

For each deliverable, indicate present status. 
 
6. Deliverables (Products) 
 

List each product delivered under this task; the list should contain the line number, be 
cumulative and chronological; i.e., it should contain in the order delivered an entry for 
each product, memo, report, etc., delivered from the beginning of the task through the 
end of the reporting period. 

 
7. Technical Direction 
 

A summary of all technical direction supplied by the COTR during the reporting period.  
Previously mentioned activities (see paragraph #2) which contain this information may 
be referenced. 

 
8. Conferences 
 

Reflect the occurrence of conferences during the reporting period and the subjects 
covered. 

 
9. Problem Notification Reports (PNR) 
 

Provide a summary of the status of each unresolved Problem Notification Report. 
 
10. Work Force Information (Labor Hour and Time and Material Only): 
 

a. Task employees' names 
b. Numbers of hours worked 

  


