
WEEKLY PROJECT PROGRESS REPORT
Subcontractor report to main contractor - printable template
Section 1: Project & Reporting Period Details
	Project name
	 
	Location
	 

	Subcontractor
	 
	Trade / work package
	 

	Reporting period
	 
	Report no.
	 

	Prepared by
	 
	Date issued
	 


Overall status
☐  On track      ☐  At risk      ☐  Delayed
Section 2: Work Completed This Week
List by location/zone with quantities where possible, e.g. "Level 3, Zone B: 40m first-fix electrical containment installed."
	Location / Zone
	Activity
	Quantity
	Notes

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


Section 3: Work Planned for Next Week
Include access, deliveries or approvals needed from the main contractor.
	Location / Zone
	Activity
	Planned Start
	Planned Completion
	Notes

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Section 4: Manpower, Equipment & Materials on Site
Manpower
	Trade / Role
	No. of Workers
	Hours
	Notes

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 



Equipment on Site
	Equipment / Plant
	Notes

	 
	 

	 
	 

	 
	 


Materials Delivered / Used
	Material
	Quantity / Notes

	 
	 

	 
	 

	 
	 


Section 5: Issues, Delays & Risks
Note: listing an issue here does not replace any formal contractual notice your contract requires — issue those separately.
	Issue
	Impact
	Action Needed
	Responsible
	Needed By

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Section 6: Photos & Site Documentation
Attach dated, labelled photos to this report. Log a short reference list below so photos can be matched to specific locations.
	Photo NR/name
	Location
	Description
	Date

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


Report Sign-Off
	Prepared by (Subcontractor)
	Reviewed by (Main Contractor)

	 
	 

	Signature
	Signature

	 
	 

	Date
	Date
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