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Construction daily report and site diary
One file containing a blank day record, a completed example and note-writing prompts. Copy the blank part for each actual day; remove the example from reports you issue.
Blank daily report
Project / location: [Job / site / area]
Date / report reference: [Day month year / reference]
Prepared by / role: [Name / role]
Weather or conditions relevant to work: [Observation and actual effect, or not relevant]
	People / work package
	Recorded time / basis
	Relevant note

	[Person or team]
	[Time and what it measures]
	[Relevant note]

	[Person or team]
	[Time and what it measures]
	[Relevant note]

	[Person or team]
	[Time and what it measures]
	[Relevant note]


Work and deliveries
	Area / item
	What happened
	Evidence / reference

	[Area or delivery]
	[Actual event or result]
	[Drawing, photo or delivery reference]

	[Area or delivery]
	[Actual event or result]
	[Drawing, photo or delivery reference]

	[Area or delivery]
	[Actual event or result]
	[Drawing, photo or delivery reference]

	[Area or delivery]
	[Actual event or result]
	[Drawing, photo or delivery reference]


Issues and next actions
	Observed issue / open question
	Effect recorded today
	Next action / owner / review

	[Specific event or uncertainty]
	[Observed effect; avoid unverified cause]
	[Action / named owner / review point]

	[Specific event or uncertainty]
	[Observed effect; avoid unverified cause]
	[Action / named owner / review point]

	[Specific event or uncertainty]
	[Observed effect; avoid unverified cause]
	[Action / named owner / review point]


Safety or incident reference: [Reference to relevant separate process / record; do not rely on this diary to replace required reporting.]
Reviewer / accuracy questions: [Reviewer / date / correction or question]
Selected recipients / attachments: [Choose relevant information and review private details before sharing.]


Completed day example
Project / location: Kitchen installation, Example Property
Date / report reference: 1 October 2026 / DAY-001
Prepared by / role: Priya, site lead
Weather or conditions relevant to work: No weather-related delay recorded in this example
	People / work package
	Recorded time / basis
	Relevant note

	Installation team, two people
	08:00–16:00 attendance each
	Attendance is not productive labour time; reconcile breaks and work records separately


Work and deliveries
	Area / item
	What happened
	Evidence / reference

	East kitchen wall
	Base cabinets fitted to referenced layout
	Drawing K-A revision 1; photos P01–P02

	Delivery
	Two finishing panels delivered at 10:20; one specified panel still awaited
	Delivery record D-01; supplier confirmation required


Issues and next actions
	Observed issue / open question
	Effect recorded today
	Next action / owner / review

	West-wall finish panel unavailable
	That finish item remains incomplete; other listed work completed
	Office to obtain supplier update by 2 October; date not yet confirmed


Safety or incident reference: No incident entry supplied in this example; use the applicable reporting process for actual events.
Reviewer / accuracy questions: Project lead to review the missing panel action and confirm the report records today’s position.
Selected recipients / attachments: [Choose relevant information and review private details before sharing.]
Make the note usable
Vague: Materials delayed
More useful: One west-wall finish panel not delivered; office to check supplier date; related item remains open.
Vague: Worked all day
More useful: Name the work area and completed item; distinguish attendance from measured productive time.
Vague: Customer wants extras
More useful: Record the request and relevant work; route a separate scope and commercial review rather than treat the diary as approval.
Further reading: https://www.procore.com/library/construction-daily-report-template
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