
OneNote Status Reporting 

Consider creating a shared OneNote notebook for the intern to update a weekly status report. The intern can can fill out a new page each week to track work progress. 

Template for the OneNote page: 

Please fill out this table on Mondays. You will log the projects and/or tasks you intend to work on during the week. Adding a detail will help you describe your work to your supervisor and team members. See the Status Options below for the different descriptions you can put in your Status column. 
 
 
	Project/Task 
	Description
	Status
	Due Date

	
	
	
	

	
	
	
	

	
	
	
	

	 
	 
	 
	 

	 
	 
	 
	 


 
 
Supervisor 1:1 Guide 
 
1. What are my priorities this week? What's on my status report? 
1. What am I stuck on/what do I need help with? 
1. What is one thing I learned/am proud of this week? 
1. What am I looking forward to this week? 
 
 
 
	Status Options
	Description

	Backlog
	Haven’t started it, won’t have time to start this week

	To Do
	On my list to start this week

	In Progress
	Currently working on it 

	Review
	Being reviewed by supervisor/team member 

	Done
	Fully completed 
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Please fil out this table on Mondays. You will log the projects and/or tasks you intend to
work on during the week. Adding a detail will help you describe your work to your
supervisor and team members. See the Status Options below for the different descriptions
You can putin your Status column

Project/Task Description Status  Due
Date
Client X training I need to finish the slide on Google Analytics I 91312020
PowerPoint before our presentation run-through on Progress
Thursday

Share Stand-Up meeting  Take notes at the team meeting and share with ToDo  9/4/2020
notes with fellow interns the other interns on our Teams site

Create presentation script | Prepare a script for the Client X training Review  9/3/2020
Watch Power Bl tutorial | want to leam more about how to use Power Bl Backlog  N/A

Supervisor 1:1 Guide

What are my priorities this week? What's on my status report?
What am | stuck on/what do | need help with?

What is one thing | leamed/am proud of this week?

What am | looking forward to this week?
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Status Options Description

Backlog Haven't started it, won't have time to start this week
ToDo On my list to start this week

In Progress. Currently working on it

Review Being reviewed by supervisor/team member

Done Fully completed
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