
Weekly Project Status Update 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Weekly Status Update for [Project Name] 

1. Project Overview 

[Brief overview of the project status] 

2. Key Accomplishments 

• [Accomplishment 1] 

• [Accomplishment 2] 

• [Accomplishment 3] 

3. Upcoming Tasks 

• [Upcoming Task 1] 

• [Upcoming Task 2] 

• [Upcoming Task 3] 

4. Issues & Concerns 

[Any issues or concerns that require attention] 

5. Next Steps 

[Outline of next steps to be taken] 

Thank you for your attention. Please let me know if you have any questions or need further 

information. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Contact Information] 


