Client project status update
Client / engagement: [Name]
Reporting period: [Start — end]
Prepared by: [Name]
Review status: [Draft / reviewed]
Summary
[Two or three sentences on what changed, the current situation and any decision needed.]
Completed this period
1. [Outcome or deliverable] — [source / work link]
1. [Outcome or deliverable] — [source / work link]
In progress
1. [Work] — owner: [name] — target: [date or dependency]
Risks and blockers
1. [Confirmed blocker or uncertainty]
1. Impact: [What it affects]
1. Owner: [Name]
1. Next action: [Action and agreed date]
Next steps
1. [Action] — [owner] — [agreed date]
2. [Action] — [owner] — [agreed date]
Client input or decision needed
1. Request: [Specific decision or input]
1. Requested from: [Name]
1. Needed by: [Agreed date]
1. Context: [Why it matters / work link]
Review before sharing
☐ Check facts against the source work.
☐ Distinguish targets from confirmed commitments.
☐ Keep internal or unrelated information out of the client update.
☐ Confirm the requested action and its owner.
☐ Review the final wording before sending.
Worked example — website redesign
This is illustrative sample content, not a real client report.
Summary
The homepage layout is ready for review. Desktop and mobile checks are complete. Final product photography is still outstanding, so the draft uses placeholder images.
Completed this period
1. Finished the homepage layout across desktop and mobile.
1. Prepared the draft for client review.
Needs attention
Final product photography has not been received. The client lead will confirm when the approved assets can be shared. This affects the final visual review.
Next steps
Once the layout is approved, the team can apply the direction to the remaining pages. Replace placeholder images when approved photography arrives.
Decision needed
Please review the homepage and send consolidated feedback by the agreed review date. The client lead will collect comments from other reviewers.
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