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

	Designation / Team:
	[Designation] / [Department]

	Week:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Submitted To:
	[Reporting Manager]



1. Highlights of the Week
1. [Key achievement 1]
1. [Key achievement 2]
1. [Key achievement 3]
2. Goals vs. Achievement
	Weekly Goal
	Target
	Achieved
	Status
	Remarks

	[Goal]
	[Target]
	[Achieved]
	[On track / Delayed / Done]
	[Remarks]

	[Goal]
	[Target]
	[Achieved]
	[On track / Delayed / Done]
	[Remarks]

	[Goal]
	[Target]
	[Achieved]
	[On track / Delayed / Done]
	[Remarks]

	[Goal]
	[Target]
	[Achieved]
	[On track / Delayed / Done]
	[Remarks]



3. Key Metrics
	Metric
	Last Week
	This Week
	Change

	[Metric]
	[Value]
	[Value]
	[+/-]

	[Metric]
	[Value]
	[Value]
	[+/-]

	[Metric]
	[Value]
	[Value]
	[+/-]



4. Risks, Issues and Dependencies
	Issue / Risk
	Impact
	Owner
	Action / Due Date

	[Issue]
	[High / Medium / Low]
	[Name]
	[Action – DD/MM/YYYY]

	[Issue]
	[High / Medium / Low]
	[Name]
	[Action – DD/MM/YYYY]



5. Attendance Summary
	Days worked (office / WFH / field)
	 

	Leave taken
	 

	Planned leave next week
	 



6. Priorities for Next Week
1. [Priority 1]
1. [Priority 2]
1. [Priority 3]

	______________________________
Submitted by
[Employee Name]
Date: [Date]
	______________________________
Reviewed by
[Reporting Manager]
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