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

	
	Monday
	
	
	
	

	
	Tuesday
	
	
	
	

	
	Wednesday
	
	
	
	

	
	Thursday
	
	
	
	

	
	Friday
	
	
	
	

	
	Saturday
	
	
	
	

	
	Sunday
	
	
	
	

	Total
	
	
	
	
	



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.
