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Construction projects are high-stakes and full of moving parts. 

For clients, the experience often feels like a waiting game — 

are things on track, is the budget under control, and when will 

it all be finished? That’s where construction project reports 

come in. Done right, these reports aren’t just updates — they’re 

trust that builders will reassure clients and keep projects 

running smoothly.

Here’s how to write construction project reports that not only 

check the box but also make your clients feel confident and 

informed.

A construction project report is more than a formality. It’s a 

communication tool that:

	» Keeps clients engaged without overwhelming them with 

details

	» Highlights milestones and achievements

	» Flags potential risks early before they turn into bigger 

issues

	» Strengthens client trust by showing transparency

When clients feel in the loop, they’re happier, less stressed, and 

more likely to recommend or rehire your team.

KEY ELEMENTS OF EFFECTIVE CONSTRUCTION PROJECT 

REPORTS

1. Project Overview

Start with a quick summary. What phase is the project in? 

What’s been completed since the last update? This should be 

short, clear, and easy to digest — think of it as the “headline 

news” for the project.

2. Completed Work

Break down what’s been finished since the last report. Be 

specific but not overly technical. For example:

	» “Foundation poured and cured”

	» “Framing for first floor completed”

This shows progress in a tangible way clients can visualize.

3. Work in Progress

Update on what’s currently happening. Highlight crews onsite, 
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materials being installed, or inspections underway. This section 

reassures clients that work is actively moving forward.

4. Upcoming Work

Preview what’s next on the schedule. Giving clients a sense of 

what to expect helps them prepare and eliminates surprises.

5. Timeline and Budget Status

Clients want to know two things: are we on schedule and are 

we on budget? Use clear visuals — charts, graphs, or even a 

traffic light system (green = on track, yellow = slight risk, red = 

concern) — to make this easy to understand.

6. Challenges and Solutions

Transparency is key. If there’s a delay or a material shortage, 

share it honestly but always pair it with what you’re doing to 

solve the issue. Clients appreciate honesty paired with action.

7. Photos and Visuals

A picture is worth a thousand words. Including site photos, 

drone shots, or before-and-after comparisons makes the report 

engaging and gives clients confidence in the visible progress.

BEST PRACTICES FOR WRITING CONSTRUCTION 

PROJECT REPORTS

	» Keep it concise: Avoid drowning clients in construction 

jargon. Stick to plain language.

	» Be consistent: Send reports at regular intervals — weekly, 

bi-weekly, or monthly depending on project scope.

	» Use visuals: Charts, photos, and bullet points are easier to 

process than walls of text.

	» Stay positive but honest: Highlight achievements but don’t 

sugarcoat challenges. Clients value transparency.

	» Personalize it: Tailor the report to what the client cares 

about most — maybe it’s timelines or maybe it’s design 

details.

TOOLS TO MAKE REPORTING EASIER

Manual reporting can be time-consuming. Construction 

management software streamlines the process with built-in 

templates, automatic photo uploads, and scheduling tools. 

Automating reports saves time and ensures clients get updates 

consistently. 

FINAL THOUGHTS

A well-written progress report isn’t just an update, it’s a 

relationship-building tool. By focusing on clarity, consistency, 

and transparency, you’ll keep clients informed, confident, and 

happy throughout the construction process.

Happy clients mean fewer disputes, smoother projects, and 

stronger referrals for your business.
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About the Article

The Builder Blog by RedTeam was launched in 2023. It serves as a resource 

for construction professionals with industry insights, in-depth articles about 

solutions, and helpful customer stories. From best practices to workflow 

guides, the blog builds on RedTeam’s expertise and knowledge of the industry 

to help create a better tomorrow for everyone in construction. You can learn 

more about RedTeam at redteam.com.

Any views and opinions expressed in this article may or may not reflect the 

views and opinions of the Construction Management Association of America 

(CMAA). By publishing this piece, CMAA is not expressing endorsement of the 

individual, the article, or their association, organization, or company.
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