Task Completion Status Document

Project Name:

Prepared By:

Date:

Task Status Overview

Website Redesign

Jane Doe

2024-07-05
Start End
Date Date
2024- 2024-
06-10 06-17
2024- 2024-
06-12 06-19
2024- 2024-
06-13 06-22
2024- 2024-
06-15 06-29

Status

Completed

Completed

In
Progress

Pending

This document provides a snapshot of current task statuses in a project.
Ensure all data is accurate and regularly updated to reflect ongoing progress.
Remarks should be concise, capturing blockers, dependencies, or next steps.
Use a consistent format for dates and status labels across all entries.

#  Task Description Assigned
To
1 Update Homepage  John
Layout Smith
2  Optimize Images Sara Li
3  Update Content Mike
Brown
. Anna
4  SEOAudit Clark
Important Notes:
[ ]
[ ]
[ ]
[ ]
[ ]

Remarks

Expected to finish by
2024-07-07

Scheduled for next
week

Keep the document accessible to all stakeholders for transparency and tracking.



	Task Completion Status Document
	Task Status Overview


