Daily Accomplishment Report
Daily Report Template
Name: ______________________	Department / Unit: ______________________
Date: ______________________	Position: ______________________
Tasks Completed
List the tasks finished today.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Outputs Produced
List tangible outputs — documents, units, deliverables.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Challenges Encountered
Note any issues faced during the day.
________________________________________________________________________________
________________________________________________________________________________
Pending Tasks
List work still unfinished.
________________________________________________________________________________
________________________________________________________________________________
Next Day Plans
What will be prioritized the following day.
________________________________________________________________________________
________________________________________________________________________________

	 
 
Prepared By
Employee Name / Signature / Date
	 
 
Noted By
Supervisor Name / Signature / Date


