Project Update Template

Project Name:

Reporting Date:
Prepared By:

Executive Summary

A brief summary (2-4 sentences) of current overall project progress, major highlights, and any
blockers or urgent concerns.

Attendance

Member Attendance

Ticket Queue Progress

Status (Not Started/In
Task/Feature Owner Notes
Progress/Complete)



Status (Not Started/In
Task/Feature Owner Notes
Progress/Complete)

New Ticket Pickup

Task/Feature Owner Notes

Key Milestones & Timeline

Milestone Target Date Actual/Expected Date Status

Current Risks & Issues

Risk/Issue Description Impact Owner Next Steps
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