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Offi rder

Sub: Submission of Daily Worklogs by MegLIFE Staff

In order to support SPMU, DPMs, BPMs, and other ficld staff in planning their daily work schedules more effectively,
SPMU has made the following arrangements. These measures aim to ensure transparency and accountability towards
tasks assigned and to facilitate the smooth implementation of project work in the villages.

1. AllSPMU, DPMs/BPMs/Field Staff shall submit their daily work logs in the MIS Form at the end of each working
day as assigned to them
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The data filled in the worklog form by DPMs and SPMU sraff will be monitored by all vertical heads of SPMU
every week through the dashboard and will also be reviewed by the DPD, Megl.IFE.

3. The data filled in the worklog form by BPMs shall be monitored by DPM every week through the dashboard and
shall also be reviewed by the DPMs during the BPMU Review Meeting.

4. The data filled in the worklog form by field staff shall be monitored by BPMs every weck. The DPM shall also
monitor on a sample basis through the dashboard and shall also be reviewed by the DPMs during the
DPMU/BPMU Review Meeting.

5. 'The data filled in the worklog form by SPMU vertical heads will be monitored and reviewed by the DPD, MegLIFE

A guide on how to correctly fill the form is given in Annex 1.

This has the approval of the competent authority.

NB- Google drive link for uploading worklogs will be shared from SPMU. Each staff shall upload their sheet
weekly in the drive from 1% May, 2025 onwards till the deployment of MIS forms to all concerned.

// By Order//

(Shr cit Kupar Swer)
Deputy Project Director
MegLIFE, MBDA, Shillong
Lo
1. All SPMU Verticals, MBDA
2. All DPMs, BPMs, field staff MegLIFE, MBDA
-For Necessary Action

Copy to:
1. The Project Director, MegLIFE, MBDA, Main Secretariate Building, Shillong

2. The Additional Project Director, MegLIFLL, MBDA /
fé’ml’ﬂ&\'

Technical Specialist, Project Management
MegLIFE, MBDA, Shillong



Annexure-1

Guidelines for filing up data in the Worklog

Activities performed must be filled in the column “Activities Conducted” specifically indicating
what was done with whom, to whom, name of village visited, petsons engaged with ctc.

Only one activity shall be filled pet row. If concemed staff conducted 5 activities in a particular day
then he/she shall fill data in 5 rows.

For each activity, an appropriate category should be sclected from the “Category of Activities”
column in the same row.

Please note that any vague or unclear activity shall be deemed as not done.



DAILY WORK LOG

NAME OF STAFF:

Designation

Reporting period:

Activities Conducted (one activity per row) Cz:;g;;z:f Village Visited
Select
Category Select
Select
Cateaory Select
Select
Category Select
Select
Category Select
Select
Category Select
Select
Category Select
Select
Cateaory Select
Select
Category Select
Select
Category Select




