Accomplishment Report
General Fill-In Template
I. Basic Information
Report Title: ______________________________________________
Prepared by: ______________________	Department / Office: ______________________
Reporting Period: ______________________	Date Submitted: ______________________
II. Objectives
State the goals set for this reporting period.
________________________________________________________________________________
________________________________________________________________________________
III. Activities Conducted
List each activity, with dates.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
IV. Accomplishments
Describe what was completed for each activity.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
V. Results and Outcomes
State measurable results — numbers, percentages, outputs.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
VI. Challenges Encountered
Describe any issues faced and how they were handled.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
VII. Recommendations
Suggest improvements or next steps.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
VIII. Supporting Documents
List attachments (photos, attendance sheets, financial reports, etc.).
1. ___________________________________________________________________________
1. ___________________________________________________________________________
1. ___________________________________________________________________________
IX. Prepared By  /  X. Approved By

	 
 
Prepared By
Name / Position / Signature / Date
	 
 
Approved By
Name / Position / Signature / Date


