DAILY SITE DIARY / PROGRESS REPORT
[Contractor / company name]
	Project / name of work
	[ ]
	Client
	[ ]

	Date
	[DD-MM-YYYY]
	Day No. (from start)
	[ ]

	Weather: morning
	[Clear / cloudy / rain]
	Weather: afternoon
	[ ]

	Working hours
	[08:00 to 17:00]
	Report by
	[Site engineer]



1. Manpower on site
	Trade
	Agency / sub-contractor
	Nos
	Remarks

	Mason
	[ ]
	[ ]
	

	Helper / beldar
	[ ]
	[ ]
	

	Carpenter (shuttering)
	[ ]
	[ ]
	

	Bar bender
	[ ]
	[ ]
	

	Electrician / plumber
	[ ]
	[ ]
	

	Total on site
	
	[ ]
	



2. Machinery and equipment
	Machine
	Nos
	Hours worked
	Hours idle / reason

	[Concrete mixer]
	[ ]
	[ ]
	[ ]

	[Vibrator]
	[ ]
	[ ]
	[ ]

	
	
	
	



3. Work done today
	#
	Activity
	Location (floor / grid)
	Quantity
	Unit

	1
	[e.g. RCC slab casting M25]
	[First floor, grid A-D/1-6]
	[ ]
	[cum]

	2
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



4. Materials received and tests
	Material
	Quantity
	Supplier / challan No.
	Remarks

	[Cement OPC 53]
	[ ] bags
	[ ]
	

	
	
	
	

	
	
	
	



Tests done today: [slump test ___ mm; ___ cubes cast, ID ___; other]
5. Instructions received and visitors
	Time
	From (name, designation)
	Instruction / purpose of visit

	[ ]
	[ ]
	[ ]

	
	
	



6. Hindrances and delays
	Hindrance (rain, drawings, power, material, client change)
	From – to
	Hours lost
	Work affected

	[ ]
	[ ]
	[ ]
	[ ]

	
	
	
	



7. Safety
Toolbox talk held: [Yes / No, topic]   ·   PPE checked: [Yes / No]   ·   Incidents or near misses: [None / details]
8. Plan for tomorrow
[Activities, labour and material needed, inspections to call]
	

____________________
	

____________________

	Site engineer / supervisor
	Client's representative (seen)
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