
DAILY REPORT 
 

REPORTS NEED TO BE TURNED IN DAILY /OR BEFORE THE END OF THE DAY. 
 

Employee Name: ____________________________ Date: ______________________ 
Total hours for the day: __________________ 
 
Task:                                                                                                Hours: 

1. Location: ________________________________________ 
    Explain: ______________________________________________________ 
 
 

 

2. Location: ________________________________________ 
    Explain: ______________________________________________________ 
 
 

 

3. Location: ________________________________________ 
    Explain: ______________________________________________________ 
 
 

 

1. Location: ________________________________________ 
    Explain: ______________________________________________________ 
 
 

 

 
Daily Time Adjustment 

Date: Change: Job Code: In (AM): Out (PM): Reason: 

      

      

      

      

      

 
Manager Approval: __________________________ Date: __________________ 


	Employee Name: 
	Date: 
	Total hours for the day: 
	1 Location 1: 
	1 Location 2: 
	Explain: 
	2 Location 1: 
	2 Location 2: 
	Explain_2: 
	3 Location 1: 
	3 Location 2: 
	Explain_3: 
	1 Location 1_2: 
	1 Location 2_2: 
	Explain_4: 
	DateRow1: 
	ChangeRow1: 
	Job CodeRow1: 
	In AMRow1: 
	Out PMRow1: 
	ReasonRow1: 
	DateRow2: 
	ChangeRow2: 
	Job CodeRow2: 
	In AMRow2: 
	Out PMRow2: 
	ReasonRow2: 
	DateRow3: 
	ChangeRow3: 
	Job CodeRow3: 
	In AMRow3: 
	Out PMRow3: 
	ReasonRow3: 
	DateRow4: 
	ChangeRow4: 
	Job CodeRow4: 
	In AMRow4: 
	Out PMRow4: 
	ReasonRow4: 
	DateRow5: 
	ChangeRow5: 
	Job CodeRow5: 
	In AMRow5: 
	Out PMRow5: 
	ReasonRow5: 
	Manager Approval: 
	Date_2: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 


