Weekly Progress Report Tracker
A structured weekly update template that builds client trust and protects your time
How to Use
1. Fill this out every Friday — or the last working day of your week.
2. Copy the final version into email, Slack, or a shared doc.
3. Keep previous weeks archived so you can track trends over time.
4. Focus on outcomes, not activity. "Organized Drive" is weak. "Restructured Drive (150 files) — saves ~20 min/day on file search" is strong.

Report for Week of [Date]
1. Wins (Outcomes, Not Activities)
List 3–5 things that moved the needle this week. Tie each to a number or a tangible improvement.
· [Win 1 — include a number: saved X hours, reduced Y by Z%, shipped N deliverables]
· [Win 2]
· [Win 3]
· [Win 4]
2. Key Metrics Snapshot
Choose 3–5 metrics that matter to your client. Track them weekly.
· [Metric 1]: [this week] vs [last week] — [direction: up/down/stable]
· [Metric 2]: [this week] vs [last week] — [direction]
· [Metric 3]: [this week] vs [last week] — [direction]
3. Time Saved Through Automation or Systems
Log automations you built or processes you streamlined. This becomes gold during rate negotiations.
· [What you built]: [estimated hours saved per week]
· [What you built]: [estimated hours saved per week]
4. In Progress / Next Week
· [Task 1 — current status and expected completion]
· [Task 2 — current status and expected completion]
· [Task 3 — current status and expected completion]
5. Blockers or Decisions Needed
Call out anything preventing progress. Frame each with a proposed solution when possible.
· [Blocker + what you've tried + what you need from the client]
· [Decision needed + your recommendation]
6. Stop / Start / Continue
A 2-minute self-review that signals maturity to clients.
· Stop: [Something to drop or reduce — it's not paying off]
· Start: [Something to try — a new tool, process, or approach]
· Continue: [What's working and should stay]
7. Notes for Next Week
[Reminders to yourself: scheduled meetings, deadlines, content that needs approval, follow-ups.]

Tips to Make This Report Land
· Send it the same day and time every week. Consistency builds trust faster than brilliance.
· If a metric dropped, don't hide it. Own it, explain the cause, and share the fix.
· When you paste into a shared doc, use color: green for improvements, red for declines, gray for stable. Clients scan color before they read.
· Keep the total length under one screen of reading if possible. Skimmable beats thorough.
· Once a month, include a "Quarterly Trajectory" line: where you've come from, where you're going.
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