[Company Logo]   [Company Name]
MONTHLY WORK REPORT
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Month:
	[Month Year]

	Reporting Manager:
	[Reporting Manager]



1. KRA Progress
	KRA
	Monthly Target
	Achieved
	% Achievement
	Comments

	[KRA]
	[Target]
	[Achieved]
	[%]
	[Comments]

	[KRA]
	[Target]
	[Achieved]
	[%]
	[Comments]

	[KRA]
	[Target]
	[Achieved]
	[%]
	[Comments]

	[KRA]
	[Target]
	[Achieved]
	[%]
	[Comments]



2. Major Achievements
1. [Achievement with result]
1. [Achievement with result]
1. [Recognition / client feedback]
3. Attendance and Leave
	Working Days
	Days Present
	Leave Taken (type)
	WFH / Field Days

	[No.]
	[No.]
	[No. / Type]
	[No.]



4. Learning and Development
	Training attended
	 

	New skills or certifications
	 



5. Challenges and Support Needed
	Challenges faced
	 

	Support requested
	 



6. Goals for Next Month
1. [Goal 1 with target]
1. [Goal 2 with target]
1. [Goal 3 with target]
7. Manager Feedback
	Strengths observed
	 

	Areas to focus
	 




	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
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