YOUR COMPANY

Daily report

ADDRESS PHONE - EMAIL - LICENSE DR-
PROJECT REPORT WEATHER
Date AM - temp / conditions
Report no. PM - temp / conditions
Contract day Wind - precipitation
Prepared by Weather delay (hrs - impact)
# CREW ON SITE - NAME COMPANY - TRADE HOURS AREA / TASK ASSIGNED

Total crew hours

OWN / IDLE - VENDOR -
EQUIPMENT ON SITE RENT HRS WHY QTY MATERIALS DELIVERED TICKET STORED AT

WORK PERFORMED — what was installed or completed, by building / floor / room / gridline — and what was planned but could not be done, and why

DELAYS, DISRUPTIONS & ISSUES — cause, who, times, impact — facts, not opinions VISITORS & INSPECTIONS — who, affiliation, result (pass / fail / partial)
SAFETY & INCIDENTS — toolbox talk, hazards, incidents or near-misses ("None" if none) PHOTOS PHOTO FILE REFS / FOLDER
Certification

Filed the same day by the person who was on site. The foreman certifies this is an accurate record of the day; the project manager or superintendent reviews it.

Prepared by - foreman / site lead Reviewed by - project manager / superintendent
SIGNATURE SIGNATURE
PRINTED NAME AND TITLE DATE PRINTED NAME AND TITLE DATE

One report per site per day, filed before the crew leaves. Daily reports are contemporaneous evidence in delay claims and payment disputes — keep them factual, specific and consistent, with timestamped
photos.
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