Project Daily Report Form

Project Title:

Project ID:

Report Date:

Prepared By:

Highlights of the Day:

1. Key Achievements:

2. Tasks Completed:

3. Pending Activities:

Stakeholder Communication:

e Emails Sent:

e Meetings Held:

Resources Used:
[] Software Tools
[J Materials

[] Personnel

Task Performance Table:

Task Name Team Member

Deadline

Status
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Comments or Feedback:

Approvals:
Project Manager Signature:
Date:
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