
Task Status Update Checklist
Project Title: ____________________________________________
Date: __________________________

Task Assigned To Status Start Date Due Date Comments

Sample Task
1

Team Member
A

In
Progress

2024-06-
01

2024-06-
10 On track

Sample Task
2

Team Member
B Completed 2024-05-

30
2024-06-
05 Reviewed

Sample Task
3

Team Member
C Pending 2024-06-

03
2024-06-
12

Awaiting
resources

Important Notes
Ensure each task entry is updated regularly with current information.
Clearly assign responsibilities to avoid confusion and duplication.
Use concise comments to track progress or flag issues for discussion.
Review and update status to accurately reflect the true state of each task.
Keep this checklist accessible to all relevant stakeholders.
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