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	PRACTICAL PROJECT UPDATE  ·  TEMPLATE IS-STATUS v1.0


Weekly project status report
A short, evidence-aware update for the people who need to act or decide.
	PROJECT
[Project name]
	REPORTING PERIOD
[Start date – end date]
	PREPARED BY
[Name / role]
	INFORMATION CHECKED
[Date; state if unknown]


	[RAG / NOT ASSESSED]
	[What changed, why it matters, and what needs attention — keep to two sentences.]


 
	Progress and next milestone
Completed this period
[Outcome completed and evidence/source.]
Next milestone
Next period
[Outcome · owner · target date.]
	Attention and decisions
Issue or risk
[What may happen · impact · owner · next action · due date · source.]
Decision or support needed
[Decision/request · authorised decision maker · needed by · consequence of waiting · related reference.]
Record references
[Action / decision / risk references. Keep detailed records in their logs.]


	Milestone
	Agreed date
	Forecast
	Owner

	[Outcome]
	[Date]
	[Date / unknown]
	[Name]


READING NOTE  Blank = not supplied or confirmed. “Not assessed” is not a healthy status. Keep fact, forecast and recommendation distinct; verify the source before sending.
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