Project Report
[Project name] | [Reporting period] | Prepared by [Name]
Summary
State the purpose of this update, the current project status and the decision or response you need from the reader. Keep the summary short enough that a busy reader can understand the main point before reading the details.
Progress and Findings
Completed work: [Describe the most important task completed during this reporting period. Explain what changed and why it matters.]
Evidence: [Name the source, measurement or observation supporting the finding. Add a date and a link when the reader needs to check the source.]
Outstanding work: [Describe the most important incomplete task. Distinguish an estimate from a confirmed result, and explain any dependency.]
Risks and Decisions
Risk: [Describe a current obstacle, its likely effect and the next action to address it. Avoid presenting a hypothetical concern as a confirmed problem.]
Decision needed: [State the decision, who should make it and when the answer is needed. Remove this paragraph if no decision is required.]
Next Steps
1. [Action] — Owner: [Name] — Target: [Date]
2. [Action] — Owner: [Name] — Target: [Date]
3. [Action] — Owner: [Name] — Target: [Date]
Sources and Notes
[List supporting links or document names. Record any limitation that affects how the reader should interpret the findings.]
