
 

                                                             

End-of-Day Report Template 
 

 
Company name  

Company address  

Date  

Report No.  
 

 
Name of employee  

Employee ID  

Department  

Job position  
 

 

Task Description Assigned to Start time End time 

     

     

     

     
 

Tasks completed Next steps 

  

  

  
 

Tasks in progress Next steps 

  

  

  
 
 



 

Tasks on hold Next steps 

  

  

  
 

Blocked tasks Next steps 

  

  

  
 
Notes: 
_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

Manage your projects with Plaky.com  

https://plaky.com

