Daily Progress Report Form
Date: ___________________________
Report Prepared By: ___________________________
Project/Activity Name: ___________________________
Team/Department: ___________________________
Progress Summary:
1. Work Completed Today: ___________________________
2. Ongoing Tasks: ___________________________
3. Challenges Faced: ___________________________
Team Members Involved:
· Name: ___________________________
· Role: ___________________________
Progress Table:
	Task Name
	Status
	Expected Completion
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Remarks/Comments: ___________________________
Approval:
Signature of Supervisor: ___________________________
Date: ___________________________
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