
Weekly Task Completion Report 

Date: [Insert Date] 

To: [Supervisor's Name] 

From: [Your Name] 

Department: [Your Department] 

Summary of Tasks Completed 

• [Task 1 Description] - Completed on [Date] 

• [Task 2 Description] - Completed on [Date] 

• [Task 3 Description] - Completed on [Date] 

• [Task 4 Description] - Completed on [Date] 

Challenges Faced 

[Describe any challenges encountered during the tasks] 

Plans for Next Week 

• [Task 1 Plan] 

• [Task 2 Plan] 

Thank you for your attention. Please let me know if you have any questions. 

Sincerely, 

[Your Name] 

[Your Position] 


