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    Weekly Activity Report
Weekly activity reports, as its name suggests, provide a reliable update of the progress or the decline of the productivity of their company as a whole. It is a type of management tool that many organizations, irregardless of their size in numbers, make use of. This type of report is necessary to conduct a thorough evaluation of the performances of the individual members of a team and their productivity combined.

	8+ Weekly Status Report Examples
	7+ Sample Activity Reports


After a week’s worth of hard work, simply moving forward to another week of the same set of efforts might not be the most effective approach in certain circumstances. Sometimes, looking back to the week’s achievements and disappointments can be an enormous help in understanding what parts of your job you have to work on and what aspects are already showing great potential. You may also see weekly project status report examples.
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The Purpose of Weekly Activity Reports

These general reports are a written documentary of each employee’s performance and progress, which is a reliable substitute for personally talking to each employee one by one, an endeavor nobody ever has the time for. Due to time shortage, these face-to-face meetings become impossible, which is why weekly activity reports are created in lieu.

Weekly activity reports are efficient in communicating projects, tasks, and progress that the team achieved during the week. With it, the employees can demonstrate their personal developments in relation to their job responsibilities. You may also see business report examples.

Aside from these things, here are three other benefits that an efficient weekly report can bring:

1. Weekly reports are great time-savers. 

Regardless of how much managers and executives want to deal with their employees and team members individually, time constraints keep them from doing so.

Weekly reports are a practical way of connecting with these people regarding the things that must be done and the goals the team will work towards o that week. It’s a more summarized discussion of the pertinent issues and statuses that are relevant to them. With this handy document, dispersing of information is briefer and quicker. You may also like academic report examples.

2. Weekly reports are a great way to keep updated. 

Since weekly reports don’t only mirror the things that need to be done in the coming week, but also narrates all that has been done previously, it’s a great way for managers to observe the progression of his team members. It will keep a record of the professional goals that were met and those that weren’t so that he will be made aware of the discrepancies in his team. Weekly reports are effective in reviewing a team’s performance and their efficiency in carrying out tasks entrusted to them.

3. Weekly reports can effectively provide feedback.

Because of a weekly report’s credibility in encapsulating the team’s highs and lows each week, it can serve as a reference for the manager to acknowledge the most alarming of the cases.

For example, if, for a few consecutive weeks, an employee was unable to give a satisfactory performance, it can give the manager the idea that perhaps its time to reprimand him about it. If, on the contrary, an employee has been obviously performing well, his performance can also be complimented by the manager. These simple acts of acknowledgment can help enhance the department’s work in some way. You may also check out status report examples.

4. Written reports are an easy documentation.

Especially for managers who need to be on top of the tiniest thing going on in their team, a weekly report can serve as their official clincher. In the future, when he will need to refer to the team’s previous performances, he’ll be glad to have the document to guide him. You might be interested in project report examples.
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The Basics of a Good Weekly Activity Report

There are no perfect formats that you can copy when you write your own weekly activity report since each organization has different issues they need to cover in the document. However, there are common themes in each simple report, regardless of the circumstances, that you can use in making your own. Here are a few:

1. A recap of the previous week. The activities that the team took part in, the tasks they were to accomplish, and the setbacks or opportunities they met along the way.

2. A discussion of the things planned for the week ahead. It must clearly broadcast the better goals they are expected to achieve, the meetings they are required to attend, and the deadlines they have to meet.

3. A disclosure of the issues that the management needs attention or action. The weekly report is also a healthy platform where the team members can express their current problems and difficulties which they would need the help of the management to solve. You may also see research report examples.

4. An announcement of the team’s notable achievements. Weekly reports can’t simply contain bad news, it must also have an aspect that can cheer the whole team up. Any imminent achievement that the team was able to complete must be acknowledged and commended in some way. The weekly report is a great avenue for it. You may also like technical report examples.

Aside from this general list of fundamental details that every good weekly activity report must contain, there are also other important factors to consider such as the length of the whole document. The general rule states that the report must not exceed half a dozen sections. Anything longer than that may make the details too overwhelming, with too much excess information distracting the reader from the main point.

The conciseness of the report’s content is also a factor to consider. Most of the points that you are trying to make must be easily covered in one sentence or two. If any topic takes longer than that to be sufficiently discussed, it’s best to create a separate formal email regarding that matter alone.
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Three Mistakes Often Present in Weekly Reports

Faulty documentation is not more useful than no documentation at all. If you really want to write a weekly activity report that can benefit you and your team, make sure you avoid these three unfortunately common mistakes in writing:

1. Reports with no proper structure. 

Some report writers make the error of documenting every single thing that they did, even those that are no longer relevant to the other members of the team. There are also those who give no evident effort in trying to record the tasks they performed during the week. You may also see examples of short report.

The products that these two types of ineffective writing will not help you and your team. Instead, providing a simple structure with direct questions such as “What are your top three accomplishments for the week?” or “What were your main challenges?” will help you focus on the details people want to read in your formal report.

2. Reports with no visible or useful feedback. 

Once you’ve received your team’s report, simply reading it will not be sufficient. It is also a part of your job to provide feedback about it.

The understated act of asking questions is already a great way of letting your team know that you have heard their input, and that you value it enough to know more. This will also keep your team from feeling ignored. If you keep on failing to provide them with feedback, they may start giving less thoughts to writing the reports since you’re not showing that you care anyway.

3. Reports that are not followed by action. 

Your team members are assuming that you are asking them to write reports because it serves some sort of important purpose for you. But if you are only doing it so you can stuff the documents inside an envelope, you’re just wasting everyone’s time. It’s important for people to see that the information they have provided are actually producing some sort of result. You may also like consulting report examples.

If you have asked them to write about their challenges, make sure you have the intention of addressing them. If you are asking them about their achievements, try to at least acknowledge their answers. Show them that their inputs are valued. You may also check out management report examples.

Internship Weekly Activity Report Form


doctemplates123.com

Details

File Format

	PDF


Size: 107 KB

Download



Weekly Sales Activity Report Example


v-m-d.com

Details

File Format

	PDF


Size: 44 KB

Download



Sample Weekly Activity Reporting


studioy.us

Details

File Format

	PDF


Size: 234 KB

Download



How to Make Your Weekly Reports Informative?

Weekly reports are meant to effectively communicate important information and to successfully apprise everyone of the team’s current undertakings. But, as simple as this task may sound, its actually not that easy to achieve. Here are a few tips to make sure that your reports effectively educate your members on the important matters concerning them:

1. Plan what to include in your weekly report. 

Your report doesn’t need to contain every single information you just feel like putting in it. Since these documents can’t be overly long, you only have a few pages worth of space for only the most important details.

Put yourself in your reader’s shoes and think about the things you would want to read about in a basic report. This can help you decide which pieces of information must be prioritized over the others. It would also be helpful if your company has provided you with a template for the weekly activity report. But if they didn’t, you can download one from the samples posted in this article.

2. Be straightforward in your reporting.

Use plain and simple language in your general writing. There is no need for loquacious and descriptive sentences. In fact, aim for the exact opposite. Make the report as brief as you can since most of your readers probably don’t have enough time to spend for reading your report.

Write your content in a way that your audience can easily grasp the main point. Personally proofread your document for typographical, grammatical, and spelling errors before submitting it. Don’t forget that your report will reflect the values and attitude of your team and the person who wrote it which, in this case, is you. Make sure that you’ve written a report you can be proud of. You may also see marketing report examples.

3. Take into consideration the idea of keeping a journal to record your everyday activities.

This is only a suggestion for people who are not confident that they can perfectly keep track of everything by keeping a mental note of it. If you think that you can, then simply don’t bother to write. However, for those of us who just have too many things to think about all the time, having a log of daily activities in the workplace is just as effective. Assign an employee to be an unofficial secretary for the team. You may also like sales report examples.

He can make sure that, when its time to write your weekly report, there won’t be any detail you will neglect to include because it’ll all be written in the journal. This activity can be a little time-consuming, though. But, for the sake of your weekly activity report’s quality, it’s a small sacrifice to make. You may also check out quality report examples.
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A weekly activity report provides a lot of benefits not only for the individuals involved but also for the management and the whole of the company. It helps address expectations in the workplace while simultaneously providing a comprehensive record of the efforts and contributions of each member. You might be interested in how to write a short report.

Learn how to study your team’s progress through the objective perspective of a standard report. You’d be surprised at how much it can help you understand the many current unique situations of your people.
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