Monthly Timesheet
Employee name: ________________________    Employee ID: __________
Period start: ____________    Period end: ____________    Hourly rate: __________
	Date
	Day
	Time in
	Time out
	Break (min)
	Hours

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	
	
	
	
	

	24
	
	
	
	
	

	25
	
	
	
	
	

	26
	
	
	
	
	

	27
	
	
	
	
	

	28
	
	
	
	
	

	29
	
	
	
	
	

	30
	
	
	
	
	

	31
	
	
	
	
	

	Total
	
	
	
	
	


Overtime is calculated per 7-day work week; mark week boundaries in the Day column.

Total hours: __________    Regular: __________    Overtime: __________    Gross pay: __________

Employee signature: ______________________________    Date: ____________
Manager signature: _______________________________    Date: ____________
Hours worked = (time out - time in) - unpaid break. Overtime is time and a half after 40 hours in the work week unless state law sets a daily threshold.
