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	Weekly timesheet


Weekly timesheet
Time in, breaks and time out for each day, with daily and weekly totals
	Employee name
	
	Employee ID
	

	Department
	
	Manager
	

	Week starting
	
	Company
	



	Day
	Date
	Time in
	Break start
	Break end
	Time out
	Hours worked
	Decimal hours

	Monday
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	
	

	Total
	
	



	Hours and pay

	Total hours
	

	Regular hours (up to 40 a week)
	

	Overtime hours (at 1.5x)
	

	Hourly rate
	

	Gross pay
	


Write times like 9:00 AM or 17:30. A time out after midnight counts into the next morning.
Hours worked = time out minus time in, minus the break. Decimal hours: 7:30 is 7.50.
Set the overtime threshold and rate that your policy and local law use.

	
	
	
	

	Employee signature
	Date
	Manager signature
	Date


Free template by Staffic · staffic.io/resources · Track time automatically, free for up to 2 members    v1.0
image1.png
Staffic.io

byDeveloperLook








