
Team Status Communication Report
Team Name

Date

Prepared By

Reporting Period

1. Overall Status

Summarize the current overall team/project status...

2. Key Accomplishments / Progress

List major completed tasks, deliverables, or milestones...

3. Current Priorities

Identify key ongoing tasks or areas of focus...

4. Issues and Roadblocks

Issue / Risk Owner Impact Action / Next
Steps

5. Next Steps

Outline next actions and responsible persons...

6. Additional Notes



Any other comments...
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