MOUNTAIN VIEW BUILDERS LTD

— S < ILLUSTRATIVE WEEKLY REPORT

ILLUSTRATIVE SAMPLE - NO LIVE CLIENT DATA

Weekly owner report.

This example demonstrates a concise reporting format. All project information, dates, workstreams and decisions below are
fictional.

PROJECT Example London property project

ORTING 10D Week ending 10 July 2026 - fictional sample date
MVB ROLE Construction delivery, package coordination and site reporting
ERALL S S AMBER - delivery continuing; two information dependencies require owner or adviser action

PROGRESS THIS WEEK

- Site attendance maintained and access route controlled.
- Internal preparation package advanced.

- Current drawings and quotation assumptions reviewed.
- Fictional progress photographs logged.

DECISIONS REQUIRED

- Confirm priority between internal finishes and the window
package.

- Approve the revised survey allowance.

- Confirm adviser responsible for the outstanding technical
response.

BLOCKERS / RISKS

- Utility confirmation remains outstanding.

- One building-control response is required before a
package proceeds.

- Revised quotation needed after scope clarification.
- Material lead time may affect the next sequence.

NEXT SEVEN DAYS

- Close the access query.

- Issue revised work package notes.

- Obtain updated quotation.

- Continue preparation work and issue the next status
summary.

Reporting principle: each open item should show the current position, the next action and the person or team responsible for moving it.
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\ MOUNTAIN VIEW BUILDERS LTD
=W ILLUSTRATIVE WEEKLY REPORT

ILLUSTRATIVE SAMPLE - PAGE 2
Workstream and evidence registers.
WORKSTREAM STATUS CURRENT POSITION NEXT ACTION OWNER

Access and logistics Complete Controlled route agreed for current Monitor as deliveries change.
phase.
Internal preparation In progress Preparation package advancing. Complete defined area and MVB
photograph.
Windows Blocked Survey allowance not approved. Owner to approve revised survey. Owner
Compliance information  Pending Technical response awaited. Adviser to issue response. Adviser

DECISION REGISTER

- DECISION REQUIRED BY IMPACT IF DELAYED

Approve revised survey allowance. Owner Window package remains blocked.
D-02 Confirm priority of finish package. Owner / adviser Labour sequence cannot be
finalised.
D-03 Issue outstanding technical response. Professional team Compliance-led package cannot
proceed.

EVIDENCE REGISTER

= DESCRIPTION DATE REFERENCE

Photo set 01 Access route and site-control area - fictional placeholder. 08 Jul 2026 EX-001 to EX-004
Site note Preparation package observation - fictional placeholder. 09 Jul 2026 SN-014
Quotation Revised survey allowance - fictional placeholder. 10 Jul 2026 Q-006

This sample is not a live project report and contains no client, property, contractor or financial data. A real reporting format should be adjusted to
the agreed scope, responsibility matrix and confidentiality requirements.
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