WEEKLY WORK REPORT
Employee: ____________   Department: ____________   Week ending: ____________
	WORK COMPLETED



	Day
	Main tasks completed
	Hours

	Monday
	
	

	Tuesday
	
	

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	

	Total
	
	



	ACHIEVEMENTS



•  
•  

	CHALLENGES AND SUPPORT NEEDED



_______________________________________________________________________________________________
	GOALS FOR NEXT WEEK



☐  
☐  
☐  

Employee signature: ____________________   Manager: ____________________




