Weekly Client Status Update
Header and Overall Status
Open with the project name, the date, and a one-word overall status so the client knows in three seconds whether to relax or pay attention.
Project name and update date: ________________________________
Overall status: On track / Off track / Blocked: ________________________________
One-line summary of where the project stands versus the deadline: ________________________________
What Got Done This Week
List the visible progress completed since the last update, pulled straight from your Done column, so progress is concrete and credible.
Completed tasks and milestones reached: ________________________________
Any deliverable now ready for the client to view or approve: ________________________________
What Is Next
Show the road immediately ahead so the client can see momentum continuing and knows what to expect by the next update.
Tasks in progress and planned for the coming week: ________________________________
The next milestone and its target date: ________________________________
What I Need From You
Name exactly what input you are waiting on, pulled from your Waiting On Client column, with a due date so client delays do not silently become your problem.
Feedback, assets, or approvals required: ________________________________
The date you need them by to hold the timeline: ________________________________
Risks and Notes
Flag any risk early and honestly, with its impact and your proposed fix, so a small adjustment now never becomes a deadline shock later.
Any risk or issue and its impact on scope or timeline: ________________________________
Your proposed solution or the decision you need from the client: ________________________________
