
One-Page Report Builder
[What this update is about]
[One line of context, if it needs one]
	Owner
	[Name]

	As at
	[Date]

	Status
	[On track / at risk / off track]



Where we are
[One line. Not the background and not what you did — the answer. If the reader stops here, this is what they take away, so write it last and put it first.]
The numbers
	[MEASURE]
[Now]
[vs plan / vs last / vs target]
	
	[MEASURE]
[Now]
[vs plan / vs last / vs target]
	
	[MEASURE]
[Now]
[vs plan / vs last / vs target]



What moved since the last update
[What changed — not what happened. If a line would have appeared unchanged in the last update, take it out.]
[A change in a number, with the reason.]
[A decision taken, or one that was not.]
[Something that became material that was already true.]
What I need
	The decision or the help
	From
	By when
	Why

	[Name the decision, not the topic]
	[Who takes it]
	[Date]
	[What happens if it does not]

	[Name the decision, not the topic]
	[Who takes it]
	[Date]
	[What happens if it does not]

	[Name the decision, not the topic]
	[Who takes it]
	[Date]
	[What happens if it does not]



Nothing here? Write 'Nothing this period' rather than deleting the section. An empty ask is information; a missing one is a question.
What is next
[The next thing, specific enough to be checkable]  —  [date]
[The one after that]  —  [date]
[And the one after that]  —  [date]


How to use this template
Write the five blocks in this order: the numbers, what moved, what you need, what is next, and then the headline — which goes first on the page and last in the writing, because you cannot summarise an argument you have not made yet.
The page is the constraint, and it bites. An earlier draft of this template had five numbers and a 'worth knowing' block for risks; both were cut, because with them the worked example ran to a page and a half and a one-page report that is a page and a half is not a product, it is a claim. If you have room for a risks block, add one under 'what is next' — most weeks you will not, and the discipline of finding out is the point.
The order to cut in, when it does not fit: adjectives, then the third bullet under 'what moved', then the third item under 'what is next'. What never gets cut is the ask. A status update whose ask has been squeezed out is the reason the next one will be two pages.
Delete this box and the guidance style with it: select any grey italic paragraph, right-click the CK Guidance style in the gallery and choose 'Select All Instances', then delete.
Removing every note like this one takes two clicks. Open the Styles pane (Home tab, the small arrow at the corner of the Styles group), right-click 'CK Guidance', choose 'Select All Instance(s)', then press Delete. Nothing else in this document uses that style, so the guidance goes and your content stays. On Mac: Format menu, then Style.

This template is provided for general business planning purposes. It does not constitute financial, legal, tax or professional advice. All example data is fictional. Verify all calculations against your own figures before relying on them.
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