
[image: ]{{Company Name}}
Time Sheet for {{Month and Year}}






	Employee Information:
Name: {{Employee Name}}
Employee ID: {{Employee ID}}
Department: {{Department}}
Manager/Supervisor: {{Manager Name}}



Instructions: Please fill out this time sheet accurately by entering your hours worked for each day. Remember to note any overtime, missed workdays, and billable tasks separately. Submit by {{Submission Deadline}} to {{Submission Recipient}}. If you have any questions or issues, please contact {{HR Contact Information}}.

	Week {{Week Number}}
	 {{Start Date}} - {{End Date}}




	Day
	Date
	Start Time
	End Time
	Total Hours
	Overtime Hours
	Billable Hours
	Notes

	Monday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Tuesday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Wednesday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Thursday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Friday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Saturday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Sunday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}




	Week Total Hours: {{Weekly Total}}
Week Overtime Hours: {{Weekly Overtime}}
Week Billable Hours: {{Weekly Billable}}




Monthly Summary:
	Total Hours Worked: {{Monthly Total Hours}}
Total Overtime Hours: {{Monthly Overtime}}
Total Billable Hours: {{Monthly Billable}}




	Employee Signature: 


___________________________ 
Date: {{Signature Date}}
	Manager/Supervisor Approval: 


___________________________ 
Date: {{Approval Date}}






[bookmark: _s1eza6o4zkr]Notes/Comments: {{Manager Comments}}
	










Important: Please ensure all entries are truthful and accurately reflect your work hours. Any falsified records may result in disciplinary action.

This time sheet template serves as a crucial document to record employee work hours efficiently and in compliance with {{Company HR Policy Reference}}.

	{{Company Name}} Time Sheet for {{Month and Year}}




Employee Information:

	Name: {{Employee Name}}

	Employee ID: {{Employee ID}}

	Department: {{Department}}

	Manager/Supervisor: {{Manager Name}}



Instructions: Please fill out this time sheet accurately by entering your hours worked for each day. Remember to note any overtime, missed workdays, and billable tasks separately. Submit by {{Submission Deadline}} to {{Submission Recipient}}. If you have any questions or issues, please contact {{HR Contact Information}}.
[bookmark: _mv5ogiya5b1l]

[bookmark: _c0cvyjxs2rhf]Week Overview
	[bookmark: _5m9bfidrslr]Week {{Week Number}}: {{Start Date}} – {{End Date}}



[bookmark: _zid949n0v3xv]Daily Hours
	Day
	Date
	Start Time
	End Time
	Total Hours
	Overtime Hours
	Billable Hours
	Notes

	Monday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Tuesday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Wednesday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Thursday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Friday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Saturday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}

	Sunday
	{{Date}}
	{{Start}}
	{{End}}
	{{Total}}
	{{Overtime}}
	{{Billable}}
	{{Notes}}


[bookmark: _v72qdxherpgq]Week Totals
	Metric
	Value

	Week Total Hours
	{{Weekly Total}}

	Week Overtime Hours
	{{Weekly Overtime}}

	Week Billable Hours
	{{Weekly Billable}}


[bookmark: _75ulv6cuao3u]Monthly Summary
	Metric
	Value

	Total Hours Worked
	{{Monthly Total Hours}}

	Total Overtime Hours
	{{Monthly Overtime}}

	Total Billable Hours
	{{Monthly Billable}}







	Employee Signature: 


___________________________ 
Date: {{Signature Date}}
	Manager/Supervisor Approval: 


___________________________ 
Date: {{Approval Date}}






[bookmark: _9z9co6s3barb]Notes/Comments: {{Manager Comments}}
	










Important: Please ensure all entries are truthful and accurately reflect your work hours. Any falsified records may result in disciplinary action.

This time sheet template serves as a crucial document to record employee work hours efficiently and in compliance with {{Company HR Policy Reference}}.
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