
Who:

How:

Status & Update:

Happy:

Summary:

Project Management

Portal Updates

Other Team Members

Adjuster

Other

I N  P E R S O N   E M A I L   T E X T   P H O N E

Y E S N O

JOB Update & To Do

Customer Communications

Progress | Schedule | Scope | Profitability

Notes | Reminders | Action Items

Interested Party Communications

C H E C K L I S T

To DO

Update Schedule

Update Tasks

Subcontractor Follow Ups

Material Orders & Follow Ups

On Schedule Off Schedule

Schedule Changes Addressed

Scope

Change Order $

Schedule

On Target Off Target

Profitability

Materials

Change No Change


