
📊 Productivity Tracker Sheet 
Instructions: 

1.​ Track daily or weekly tasks: Fill in the table below to track the work done, time spent, and your overall productivity.​
 

2.​ Set goals: At the start of each day or week, set clear goals to focus on.​
 

3.​ Update frequently: Record tasks as you complete them and review at the end of the day/week.​
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Weekly Goals Section 
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Weekly Summary Section 

●​ Total Time Spent: [Total Hours Worked]​
 

●​ Total Tasks Completed: [Total Tasks Done]​
 

●​ Completion Rate: [Percentage of Tasks Completed]​
 

●​ Overall Productivity Rating: [Rate yourself or your team’s productivity on a scale of 1-10]​
 

 

How to Use: 



●​ Track Each Task: As you complete each task, fill in the respective column.​
 

●​ Review Weekly Goals: At the end of each week, check if you met your goals and any challenges faced.​
 

●​ Evaluate Productivity: Analyze the time spent vs. the goals achieved and adjust for future improvements. 

​
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