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QUARTERLY BRANCH OPERATIONAL REPORT

Quarter ended ……………………….

1.
EXECUTIVE SUMMARY

· Key Activities
2.
FINANCE
· Chart from DSS
· Explanation of Variances, ie:

· Salaries - $6,202 under spend as a part time gym instructor has not yet been replaced.

· Consumables - $1,642 cost cutting measures.

· Estimated end of year position.

3.
INTERNAL PROCESSES 

3.1
Quality and Environmental Systems
· Functional Plans and Policies

· Plans, Programs and Procedures

· Work Instructions

· Assurance Reviews

3.2
Environmental Sustainability Initiatives
3.3
Individual Business Unit Key Performance Indicators
4.
CUSTOMERS
4.1
Improvement Actions

· Chart from DSS

· Report on status.

5.
PEOPLE
5.1
Staff Turnover

· Chart from DSS

· Commentary
5.2
Leave

· Chart from DSS

· Commentary
5.3
Training

· Chart from DSS

· Commentary
5.4
OSH Incidents
· Charts from DSS

· Workplace Inspections completed for month

· FMMS Hazards

· Accidents/Injuries

Manager 
(Branch Name)
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