Weekly Progress Briefing

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name] / [Your Position]

Project Name: [Insert Project Name]

Progress Summary

e Task 1: [Description] - Completed on [Date]
e Task 2: [Description] - In Progress, Estimated Completion: [Date]
e Task 3: [Description] - Not Started

Upcoming Tasks

e Task 1: [Description] - Start Date: [Date]
e Task 2: [Description] - Start Date: [Date]

Issues and Concerns

[Describe any issues encountered and potential solutions]

Next Meeting

Scheduled for [Insert Date/Time]
Thank you,

[Your Name]

[Your Position]



