
[Your Name]  

[Your Position]  

[Your Company]  

[Date]  

Subject: Jira Status Report for [Project Name] - [Date Range]  

Dear [Recipient Name/Team],  

I hope this message finds you well. Below is the status report for the 

[Project Name] covering the period from [Start Date] to [End Date].  

**Jira Project Overview:**  

- Project Name: [Project Name]  

- Project Key: [Project Key]  

- Total Issues: [Total Issues]  

- Active Sprint: [Active Sprint Name]  

**Status Summary:**  

- **Issues Created:** [Number of Issues Created]  

- **Issues Resolved:** [Number of Issues Resolved]  

- **Issues in Progress:** [Number of Issues in Progress]  

- **Issues Blocked:** [Number of Blocked Issues]  

**Key Highlights:**  

- [Highlight 1: Description]  

- [Highlight 2: Description]  

- [Highlight 3: Description]  

**Challenges/Risks:**  

- [Challenge 1: Description]  

- [Challenge 2: Description]  

**Next Steps:**  

- [Next Step 1: Description]  

- [Next Step 2: Description]  

Please feel free to reach out if you have any questions or need further 

details.  

Best regards,  

[Your Name]  

[Your Contact Information] 


