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	WHAT IS INSIDE THIS PACK
Part A. Why a weekly one-pager prevents the surprises that damage a client relationship.
Part B. The note itself: status lights, done, next, decisions needed, risks, budget and schedule, plus the escalation rules.
Part C. Reference assets: definitions for red, amber and green, a wording bank, a send checklist and a glossary.
Part D. A worked example: weeks 4 and 5 of a 13-week evaluation, the same case used across the ImpactMojo kit.



Replace every [bracketed prompt]. The note is one page. If it runs longer, the detail belongs in an attachment and the note should link to it. A client reads the top third carefully, so put the lights and the decisions you need there.
PART A
Why a weekly one-pager
Clients are rarely angry about bad news. They are angry about news that arrives late. A weekly note sends the news while it is still small: a field team that is a week behind, an extract that has not come, a budget line that is running hot. Each item is easy to fix in week four and expensive to explain in week twelve.
A good note does four things. It shows the state of the work in three lights. It says what was done and what comes next in plain verbs. It asks for the decisions you need, with a date. And it states risks and the escalation step when one turns red. The note is short because both sides will read it.
Three habits keep it useful:
Send it at the same time every week, even when there is nothing to report.
Say 'amber' as soon as you see a risk, and not when it has happened.
Ask for one decision per line, with the date you need it.
PART B
The note
1.  Header and status lights
What this section is for.  Show in ten seconds whether the work is on track.
Use three lights: schedule, budget and quality. Use the definitions in Part C so that red means the same thing every week. Add one overall light only if you can defend it.
	Field
	Entry

	Assignment and week
	[Title, week [ ] of [ ], dates]

	Prepared by and date
	[ ]

	Schedule
	[Green, amber or red] [one line]

	Budget
	[Green, amber or red] [one line]

	Quality and access
	[Green, amber or red] [one line]



	WHAT GOOD LOOKS LIKE
Each light has one line of reason, and the reason gives the cause.



	COMMON MISTAKES
Three greens every week until the week the work fails. Honest ambers build trust.



2.  Done this week
What this section is for.  List what was finished, in verbs the client can check.
Write each item as an outcome: 'Completed 62 of 120 household interviews', and not 'Fieldwork continued'. Give a number where one exists.



	WHAT GOOD LOOKS LIKE
Every line could be checked by someone who was not there.



	COMMON MISTAKES
'Worked on the inception report.' It says nothing about progress.



Sample ends here. The full pack and its worked example arrive clean and fully editable after purchase.
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