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	To: 
	
	cc:
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ACCOMPLISHMENTS

This section presents a clear and concise description of the work accomplished during the reporting period.  It should also cover problems and issues resolved, major deliverables completed, sign-offs, and any solutions put into place.  The level of detail depends on the type and size of the project, as well as on the requirements of the client.  

OBJECTIVES FOR THE UPCOMING WEEK

This section presents a brief description of the work planned for the next reporting period.  It should have the same organization and level of detail as the Accomplishments section of the report.

Additional Comments

This section includes pertinent general information about the project, such as:

· Staff leaving or joining the project

· Sickness, vacations, or reassignments

· Corrections to last week's status report.

In short, this section gives the client any information that is not part of another section of the status report.
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