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Monthly Client Report
A monthly client-report delivery kit: fixed data checklist, the three-sentence spine (what happened / so what / now
what), an agreed send calendar, a cut card and a keep/stop/start ledger.
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DEBRIEF

Review the loop, not the layout: did collection, spine, cut, send and ledger each do their job?•

Calendar slips — sent late once, the rhythm broke; now the client asks “where’s the report?”•

The hour count. How long did assembly take this quarter versus last — and which phase ate the difference?•

Free: CC BY 4.0 — run it, adapt it, brand it. workshopskill.com/en/activities/monthly-client-report/
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