How to use this template: replace everything in [square brackets] and delete the grey notes. A filled-in example of the same report, from a real audit of a demo shop, is at trakis.io/example.
SEO audit: [example.com]
Audit of [date] · prepared by [agency name] for [client name] · version [1]
Where the site stands
One grade the client can follow from one audit to the next, and the same few areas every time. Say which tool and which scale the grade comes from.
Grade: [83] out of 100 ([up 3] since the audit of [date]).
	Area
	Score
	Since last audit

	Crawling and indexing
	[90]
	[+2]

	On-page (titles, headings, descriptions)
	[78]
	[no change]

	Content
	[71]
	[+5]

	Structured data
	[64]
	[no change]

	Links
	[88]
	[-1]

	Speed
	[92]
	[no change]

	AI search access
	[100]
	[no change]


The three things to fix this month
Three, in order. A problem in a template is one item, with the number of pages the one fix covers. Say what to do in a sentence a developer can act on.
	#
	Problem
	Pages
	What to do
	Who

	1
	[A link in the footer leads to a page that answers 404]
	[every page]
	[Point the footer link at the returns page that exists, or remove it]
	[developer]

	2
	[Product pages have no canonical tag]
	[30]
	[Add a self-referencing canonical to the product template]
	[developer]

	3
	[Product descriptions under 150 words]
	[40]
	[Write a description for each product, starting with the 10 that get the most impressions]
	[client]


Pages kept out of search: please confirm
Pages that ask not to be indexed, or that robots.txt keeps out. Some are right (internal search, cart, account). Ask; do not assume.
	Page or pattern
	Why it is out of search
	Intended?

	[/search/]
	[noindex in the page]
	[yes / no]

	[/cart/]
	[blocked by robots.txt]
	[yes / no]


What changed since the last audit
1. Fixed: [the missing H1 on category pages (3 pages)]
1. New: [an old address now takes two redirects to reach its page]
1. Changed: [12 pages changed their title]

[Agency name] · [contact email] · page 
All problems, each counted once
Every problem from the audit, once, with the pages it covers and where it sits. Sort by what matters most, then by effort. Keep the Status column up to date between audits; the same columns are in the Excel tracker that comes with this template.
	#
	Problem
	Pages
	Where (template)
	Severity
	Effort
	Fix
	Status

	1
	[Response other than 200]
	[1]
	[/returns]
	[Critical]
	[Low]
	[Restore the page, or redirect it to the one that replaced it]
	[To do]

	2
	[Canonical missing]
	[30]
	[/shop/*/*]
	[Warning]
	[Low]
	[Add a self-referencing canonical to the product template]
	[In progress]

	3
	[Images without alternative text]
	[30]
	[/shop/*/*]
	[Warning]
	[Low]
	[Write an alt text for each product image]
	[To do]

	4
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	5
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]


Decisions: findings accepted as intended
A finding the client chose to keep, with who decided and why, so it is not raised again at every audit.
	Finding
	Decided by
	Why
	Date

	[/search/ asks not to be indexed]
	[client name]
	[Internal search results are not meant for Google]
	[date]



[Agency name] · [contact email] · page 
Scope and method
What the audit read and what it could not. A report that hides what it did not see reads as if it saw everything.
1. Pages read: [42] of [43] found, on [date], with [tool and version].
1. Not read: [pages blocked by robots.txt, pages that did not answer, pages behind a login]. [Number and examples.]
1. Search Console: [connected / not connected]. With it, fixes are ordered by the pages people actually find.
1. Not covered: [backlinks, rankings, content strategy], unless agreed otherwise.
Next audit
[Date], with the same tool and the same scope, so the two can be compared.
[Agency name] · [contact email] · page 
