Daily Work and Exception Report
Employee or team [name]     Work date [date]     Supervisor [name]
Purpose and reporting boundary
[State the question, intended reader and the period or event covered. Identify information outside the scope.]
Daily priorities [planned outcomes]
Supporting record
	Time or task
	Work completed
	Result or quantity
	Issue or next step

	[Time or task]
	[Work completed]
	[Result or quantity]
	[Issue or next step]

	
	
	
	

	
	
	
	


Exceptions [delay, defect, dependency or change and response]
Handover [unfinished items, recipient and file location]
Tomorrow [first task and resource required]
Reviewed by [name and date]     Supporting files [references]




