Weekly report: [project name]
Reporting period: [YYYY-MM-DD through YYYY-MM-DD]
Timezone: [e.g. America/New_York or America/Toronto]
Prepared as of: [YYYY-MM-DD HH:MM, same timezone]
Latest source update: [date and time, if known]
Prepared by: [name]
Audience: [client or manager]
Summary
[State the main outcome, unfinished work and decision needed.]
Completed this week
· [Task ID / outcome / completion date / source reference]
In progress
· [Task ID / current state / owner / confirmed due date / source]
Blockers
· [Task ID / what is blocked / dependency / owner / due date / source]
Decisions needed
· [Question / decision owner, if known / requested response date, if agreed / source]
Next week
· [Task ID / agreed next step / owner / due date / source]
Open questions and review
· [Missing or conflicting fact / source / person to ask]
· Count only confirmed completions within the reporting period.
· Keep unknown owners and dates as Not specified.
· Verify each claim against the source before sharing.
