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TEMPLATE
Client sign-off sheet
What was reviewed, what was approved, by whom and when, and what happens to changes after. One sheet per phase: design approved, content approved, staging approved, artwork approved.

Sign-off record
	Project
	

	Client
	

	Phase or deliverable
	(for example: homepage design, round 3 · brochure artwork, final proof · staging site, pre-launch)

	Reviewed
	(the review link, or the file name and version number)

	Review period
	from ______________ to ______________



What was reviewed
List the pages, screens or files covered by this approval. Anything not listed is not approved.
	1.
	

	2.
	

	3.
	



Decision
☐  Approved. The items above are approved as reviewed and work can proceed to the next phase.
☐  Approved with the changes listed below. The changes are agreed; no further review of this phase is needed once they are made.
☐  Not approved. Feedback has been given on the review link; a further round is needed.

Changes agreed as part of this approval (if any)
	1.
	

	2.
	



After this approval
Changes to the approved items requested after the date below are outside this phase. They will be quoted as a change request, or carried into the next scheduled round, at the agency's discretion. Approval does not cover items not listed above.
Approved by
	Name
	

	Role
	

	Organization
	

	Date
	

	Approved via
	(email reply, the review link's Approve button, or signature below)



	Signature (if used)
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