
 

 

TELEWORK WEEKLY LOG 

 
(To be retained by the Department Head/Supervisor)  

 
 

A telework weekly log must be submitted to your Department Head/Supervisor at the end of every week for which 

you work at an approved telework site. The log may be submitted electronically or in writing. All telework must be 

pre-approved by your Supervisor.  

 

Employee Name: 
 

Position Title: 
 

    

Department: 
 

Department Head: 
 

 

 

 

Date Time Covered Activity/Project/Task Name & Description Daily Total 

    

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

  Weekly Total Hours       

 

 

Employee Signature: 
 

Date: 
 

 

Department 

Head/Supervisor 

Signature: 

 

Date: 

 


	Employee Name: 
	Department Head: 
	DateRow1: 
	Time CoveredRow1: 
	ActivityProjectTask Name  DescriptionRow1: 
	Daily TotalRow1: 
	DateRow2: 
	Time CoveredRow2: 
	ActivityProjectTask Name  DescriptionRow2: 
	Daily TotalRow2: 
	DateRow3: 
	Time CoveredRow3: 
	ActivityProjectTask Name  DescriptionRow3: 
	Daily TotalRow3: 
	DateRow4: 
	Time CoveredRow4: 
	ActivityProjectTask Name  DescriptionRow4: 
	Daily TotalRow4: 
	DateRow5: 
	Time CoveredRow5: 
	ActivityProjectTask Name  DescriptionRow5: 
	Daily TotalRow5: 
	DateRow6: 
	Time CoveredRow6: 
	ActivityProjectTask Name  DescriptionRow6: 
	Daily TotalRow6: 
	DateRow7: 
	Time CoveredRow7: 
	ActivityProjectTask Name  DescriptionRow7: 
	Daily TotalRow7: 
	DateRow8: 
	Time CoveredRow8: 
	ActivityProjectTask Name  DescriptionRow8: 
	Daily TotalRow8: 
	DateRow9: 
	Time CoveredRow9: 
	ActivityProjectTask Name  DescriptionRow9: 
	Daily TotalRow9: 
	DateRow10: 
	Time CoveredRow10: 
	ActivityProjectTask Name  DescriptionRow10: 
	Daily TotalRow10: 
	DateRow11: 
	Time CoveredRow11: 
	ActivityProjectTask Name  DescriptionRow11: 
	Daily TotalRow11: 
	DateRow12: 
	Time CoveredRow12: 
	ActivityProjectTask Name  DescriptionRow12: 
	Daily TotalRow12: 
	DateRow13: 
	Time CoveredRow13: 
	ActivityProjectTask Name  DescriptionRow13: 
	Daily TotalRow13: 
	DateRow14: 
	Time CoveredRow14: 
	ActivityProjectTask Name  DescriptionRow14: 
	Daily TotalRow14: 
	DateRow15: 
	Time CoveredRow15: 
	ActivityProjectTask Name  DescriptionRow15: 
	Daily TotalRow15: 
	DateRow16: 
	Time CoveredRow16: 
	ActivityProjectTask Name  DescriptionRow16: 
	Daily TotalRow16: 
	DateRow17: 
	Time CoveredRow17: 
	ActivityProjectTask Name  DescriptionRow17: 
	Daily TotalRow17: 
	Weekly Total Hours: 
	Date: 
	undefined_3: 
	Date_2: 
	Position: 
	Department: 


