Daily Log
A record of what happened on site. Fill one in for each work day.
	Project
	[project name]

	Date / day number
	[date]  /  Day [#]

	Weather
	


Who was on site
	Company or crew
	People
	Hours

	
	
	

	
	
	

	
	
	

	
	
	


Work performed
	Work performed

	


Deliveries, inspections, and visitors
	Deliveries, inspections, visitors

	


Issues, delays, or surprises
	Issues

	


	Photos
	Number taken: ____   Saved to: ______________

	Planned for tomorrow
	




Meeting Minutes
Send within a day, while everyone remembers the meeting.
	Project
	[project name]

	Date and time
	

	Attendees
	

	Next meeting
	


Topics and decisions
	What was discussed and decided

	


Action items
	Action
	Who
	Due

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Add each action item to the lookahead schedule or tracker, and follow up before the due date.
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