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Example — Daily work log template
	Date
	Monday, 2 November 2026

	Name
	Jordan Lee, Sales East

	Hours
	8:30 am – 5:00 pm (30-min lunch)

	Summary
	Renewal terms agreed with Harbor Supply; two new leads added. One quote delayed by a tool error.

	Tomorrow
	Draft contract to legal; first calls with the two new leads



	Time
	Task
	Result
	Status

	8:30 – 9:30
	Inbox triage and weekly sales stand-up
	Four client visits confirmed for this week
	Done

	10:00 – 11:30
	Renewal meeting with Harbor Supply
	3% increase accepted; draft contract requested
	In progress

	12:30 – 2:00
	Entered trade-show leads into the CRM
	Two qualified leads created
	Done

	2:00 – 4:00
	Prepared quote for Northgate Foods
	Quote tool error; IT ticket #4821 opened
	Blocked

	4:15 – 5:00
	Planned tomorrow and wrote this log
	Three priorities set
	Done
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