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Task Categories:
· Perform action tracking.
Task Category: Perform action tracking.
	TASKS
	CODE
	EVALUATION RECORD #
	EVALUATOR INITIALS AND DATE

	Develop and/or institute system and/or process for tracking open tasks, issues and action items:
· Consider utilizing crisis management system or other technology solution. 
	E, F, I
	
	

	Collect and track open tasks, issues and action items through resolution.
	E, F, I
	
	

	Communicate issues horizontally to relevant stakeholders and vertically to leadership as necessary to create awareness and ensure completion.
	E, F, I
	
	

	Regularly communicate progress on action items to all concerned.
	E, F, I, J
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1.   Develop and/or institute system and/or process for  tracking  open tasks, issues and action items :      Consider utilizing crisis management system or  other technology solution .    E, F ,   I    

2.   Collect and track open tasks, issues   and action items  through resolution.  E, F, I    

3.   Communicate issues horizontally  to relevant stakeholders  and vertically   to leadership   as necessary to create  awareness and ensure completion.  E, F, I    

4.   Regularly communicate progress on action items to  all  concerned.  E,   F, I ,   J    
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