
[COMPANY NAME] — WEEKLY TIMESHEET

Employee name [Full name] Employee ID [EMP-001]
Department [Department] Manager [Manager name]
Week starting [DD/MM/YYYY] Standard hours / day 8

Day Date Time in Time out Break (min) Hours worked Overtime Notes / project
Monday [DD/MM] 09:00 17:30 30 8.00 0.00
Tuesday [DD/MM] 09:00 17:30 30 8.00 0.00
Wednesday [DD/MM] 09:00 18:30 30 9.00 1.00 [Project / task]
Thursday [DD/MM] 09:00 17:30 30 8.00 0.00
Friday [DD/MM] 09:00 17:30 30 8.00 0.00
Saturday [DD/MM]
Sunday [DD/MM]

TOTAL 41.00 1.00

PAY SUMMARY

Regular hours 40.00
Overtime hours 1.00
Hourly rate 10.00
Overtime multiplier 1.5x
Total pay 415.00

Enter times as 09:00 and 17:30. Hours, overtime and pay update automatically. Yellow cells are settings.

______________________ ______________________
Employee signature & date Manager approval & date
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