WEEKLY STATUS REPORT
Week of: ____________   Prepared by: ____________   Team / project: ____________
	Overall status
	☐ On track  ☐ At risk  ☐ Off track
	Reporting period
	



	HIGHLIGHTS THIS WEEK



•  
•  
•  

	PROGRESS ON KEY TASKS



	Task / milestone
	Owner
	Due
	Status
	% done

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	ISSUES AND RISKS



	Issue / risk
	Impact
	Action needed
	Owner

	
	
	
	

	
	
	
	

	
	
	
	



	PLAN FOR NEXT WEEK



•  
•  
•  





