CCS


Chili Corporate Solutions Inc.
Initiate To Support




Subject of the email: Candidate Name||Client Name||Weekending Date (Friday of every Week)

Note: 

· A recurring meeting invite reminder for status shall be sent to candidate official work email id during the 1st week of hire

· Status Report is due on every Friday at 3pm CDT Close of Business.

· Send the template using the document as email attachment in word or PDF format

· Document attached needs to have the signature of the employee

· Please have the status report e-mailed to supervisor@ccs-org.com or fax it to 1-866-337-6494
Date:
Employee Name:

Client Name:

Client Location:

Status Period: (Status Period from Monday to Sunday)
Vacation or Leave Planning Schedule:

Kindly notify of any vacation or leave you plan on taking upfront.

Issues Needing Management Attention:

Major Milestones Last Week:

General Project Status

•
Project # 1

•
Project # 2

•
Project # 3

•
Other Non-Project Activities

Production Support

Change Tickets 

•
Implemented Last Week

•
Planned This Week

Employee Signature:
Date:
CCS Inc Supervisor:





Date:
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