
Review Workflow Status Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Review Workflow Status Update 

1. Overview 

This report provides updates on the current status of the review workflow as of [Insert Date]. 

2. Current Status 

• Total Documents Submitted: [Insert Number] 

• Documents Under Review: [Insert Number] 

• Documents Completed: [Insert Number] 

3. Key Highlights 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

4. Next Steps 

[Outline next steps and any actions needed from the recipient.] 

5. Conclusion 

Thank you for your attention to the review workflow status. Please let me know if you have any 

questions or need further details. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


