
Daily Task Completion Report 

Date: [Insert Date] 

To: [Subcontractor Name] 

From: [Your Company Name] 

Subject: Daily Task Completion Report 

Overview 

The following tasks have been completed by your team on the specified date: 

Tasks Completed 

• Task 1: [Description of Task 1] - Status: Completed 

• Task 2: [Description of Task 2] - Status: Completed 

• Task 3: [Description of Task 3] - Status: Completed 

Notes 

[Any additional notes or comments regarding the completed tasks] 

Next Steps 

[Any next steps or tasks scheduled for tomorrow] 

Thank you for your continued cooperation and support. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Contact Information] 


