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Sample Weekly Report 

 

 

 

WEEKLY UPDATE for MEDP, MANDLA 

WEEK 91 – May 20 to 25 2019 

 

Workdone Work planned for upcoming week Open action items 
from FDEC 
India/Sun 

 

 MSAT 
strategy 
finalized. 
Microplanning 
complete. 
Awaiting 
FP/BS stock. 

 Order placed 
for BS/FP for 
MSAT.  

 Interviews 
concluded for 
20 vacant 
VMW posts.  

 FDEC India 
BoD meeting 
successfully 
concluded.  

 IRS planning 
meeting 
concluded 
with DVBDC.  

 Office 
crockery 
status report 
reconciled.  

 HH data dump 
received from 
Swaas.  

 Feedback 
received from 
NIRTH on 
ASHA module. 
Revision 
done.  

 Newly 
received ACT 
and PQ stock 
uploaded in 
the system. 
Stock expiry 
status of all 
drugs 
reviewed, 
new request 
or ACTs to be 
raised by June 
20 to the 
DMO.  

 
 

 ASHA training module – send to NVBDCP for their review (awaiting 
feedback from GoMP)  

 Keep looking for ACTs in the market* 

 Initiate MSAT (Target date – June 3) 

 Release final results of VMW interviews.  

 Received two testimonials from community – document them.  

 MFC performance review of VMW Govind by May 30 and DO review by 
June 5.  
 
Admin   

 Insurance claim of Nischal Srivastava*18 (Insurance policy requested, Sun 
involved. Claim rejected for Nischal) 

 Leave policy and insurance issues with Innov and Sun*11 (Leave policy 
received, to be discussed internally. Awaiting insurance details) 

 Follow up with Sun commercial for placing the order for bags and aprons*5 

 Create detailed work performance and leave status report for VMW 
Anupama Patel. 

 Fix the damp wall issue in the bathrooms. 
 

Accounts and Supply Chain 

 Update status on FP/BS order.  
 

IT and Data 

 Prepare DEO efficiency report for the last quarter*  

 Prepare data compilation of 30 point checklist for previous months* 

 Positive case entry glitch (Request raised with Swaas, awaiting response)* 

 Flip book edits* 
 

Monthly recurring activities roster 

Deadline Item Responsibility 

2nd of every 
month 

Fever surveillance, cases & 
IEC/BCC activities compilation 

Sekh 

DEO performance report Vinay 

Data backup in CDs/DVDs Each dept.  

Every Saturday Weekly report Harsh 

Every Monday Compilation and cleaning of last 
week’s data 

Vinay 

10th of every 
month 

Monthly report  Harsh 

After release of 
monthly report 

Update on the website – 
fdeci.org  

Rahul 

17th of every 
month 

Positive cases compilation 
(fortnight) 

Sekh 

 
*  The star indicates if the work is carried forward from previous week. Number of 
stars indicate number of weeks it has taken. This will help in prioritizing the action 
item.   

 
1. Leave policy 

for Innov 
associates*** 

2. Exchange 
laptops with 
Sun HQs 
(approval 
obtained, 
awaiting P.O) 

3. HR 
management 
issue 

 
*** urgent 
requirement 
 
Follow up/Discuss 
on: 
 
1. IEC/BCC 

recommenda
tions from 
ICMR NIRTH.   

2. MoUs with 
RMRC, MAHE 

3. Model paper 
4. ASHA training 

module 
5. MS/MT 

module 
6. One data one 

system 
enablement 

 
Important Dates: 
 
1. June 3 onwards 
(tentative): MSAT 
exercise 
 



 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 


