PROJECT REPORTING PROTOCOL
Project Documentation & Progress Communication Agreement
This document establishes the official reporting structure between the Client and the Project Execution Team regarding the documentation and communication of project progress.
Its purpose is to ensure transparent communication, consistent documentation delivery, and clearly defined expectations regarding how project updates — including photographs, videos, and progress records — will be captured, processed, and delivered throughout the duration of the project.
This protocol forms part of the operational understanding between both parties and applies unless otherwise amended in writing.

1. Reporting Objective
The reporting system exists to provide the Client with accurate, timely, and verifiable visual documentation regarding the status and development of the project.
All reporting materials are intended to represent factual progress updates and site conditions. These materials are provided for documentation and monitoring purposes and shall not be interpreted as marketing material, promotional content, or certified engineering evaluation unless otherwise explicitly agreed.

2. Types of Reporting Materials
Reporting documentation may include, but is not limited to, the following materials:
• Progress Photographs
• Short-form Video Documentation
• Compiled Video Progress Reports
• Site Condition Documentation
• Milestone Completion Records
• Visual Comparisons Between Project Stages
The exact reporting materials provided may vary depending on project scope, operational requirements, and reporting agreements defined within the project contract.





3. Reporting Schedule
Reports will be delivered according to the reporting schedule mutually agreed upon before project commencement.
Typical reporting schedules may include:
• Weekly Progress Reports
• Bi-Weekly Progress Reports
• Milestone-Based Reporting
• Phase Completion Documentation
• On-Demand Reporting (subject to operational availability)
If no specific schedule is defined within the project agreement, the default reporting schedule will be weekly progress documentation.

4. Documentation Capture
All project documentation will be captured by designated personnel assigned by the Project Execution Team.
Documentation will be taken at operationally appropriate times to ensure safety, efficiency, and minimal disruption to on-site work activities.
The Project Execution Team reserves the right to determine the appropriate method, angle, and timing of documentation capture in order to maintain professional standards and operational practicality.

5. Processing & Preparation Time
Captured materials may require internal organization, compression, labeling, or minor visual processing before delivery to the Client.
Unless otherwise specified, reporting materials will typically be delivered within 24 to 72 hours after documentation capture.
Delays caused by external factors such as extreme weather, site restrictions, or technical issues may extend delivery time when reasonably necessary.






6. Delivery Method
Reporting materials will be delivered digitally through one or more of the following channels:
• Secure cloud storage access
• Private project drive or shared folder
• Direct file transfer services
• Client-designated communication platform
• Email delivery (for smaller files)
The Project Execution Team reserves the right to determine the most efficient delivery method based on file size, security considerations, and operational convenience.

7. Client Requests for Additional Reporting
The Client may request additional documentation outside the standard reporting schedule.
Such requests will be accommodated when operationally feasible. However, additional reporting beyond the agreed scope may require:
• additional scheduling
• extended personnel allocation
• additional service fees
All additional requests will be evaluated and confirmed before execution.

8. Accuracy & Representation
All reporting materials represent the site conditions and project progress at the time the documentation was captured.
Minor visual variations caused by environmental factors such as lighting conditions, weather, dust, camera characteristics, or equipment limitations shall not be interpreted as misrepresentation or inaccuracy.
The reporting materials are intended to provide a reasonable and honest visual reference of progress, not an exhaustive technical inspection.



9. Confidentiality of Documentation
All documentation generated under this reporting protocol is considered confidential project material.
Unless otherwise approved in writing by the Client, the Project Execution Team will not publicly publish, distribute, or commercially utilize reporting materials related to the project.
If the Project Execution Team wishes to use certain materials for portfolio, promotional, or documentation purposes, separate written approval from the Client will be required.

10. Limitation of Responsibility
The reporting system serves strictly as visual documentation of project progress.
These reports do not constitute:
• structural engineering inspection
• architectural certification
• legal verification of construction quality
• regulatory compliance confirmation
Any such services must be performed by licensed professionals under separate agreements.

11. Amendment Clause
Any modification to this reporting protocol must be agreed upon in writing by both parties before implementation.
Verbal agreements, informal messages, or assumptions shall not override the terms established in this document.











12. Personnel Disclaimer
The Project Execution Team may operate with a small, specialized crew structure depending on the scope and scale of the project.
[bookmark: _GoBack]Personnel allocation is determined based on operational requirements. A smaller team size should not be interpreted as a limitation in capability.
Each individual assigned to the project is selected for professional competence, accountability, and discipline-specific expertise.

13. Acknowledgement & Agreement
By signing below, both parties acknowledge that they have read, understood, and agreed to the reporting procedures outlined in this document.

Client Name

Project Name

Project Location

Reporting Start Date

Client Authorized Signature

Project Team Representative

Date

