	[Your Company Name]
[Street Address]
[City, State ZIP]
[email@company.com]  ·  [Phone]
	TIMESHEET


Employee/Contractor: [Name]      Manager/Client: [Name]
Week Starting: [MM/DD/YYYY]      Pay Period: [MM/DD/YYYY - MM/DD/YYYY]
	Date
	Day
	Start
	End
	Break
	Regular
	Overtime
	Project / Task

	
	Monday
	
	
	
	
	
	

	
	Tuesday
	
	
	
	
	
	

	
	Wednesday
	
	
	
	
	
	

	
	Thursday
	
	
	
	
	
	

	
	Friday
	
	
	
	
	
	

	
	Saturday
	
	
	
	
	
	

	
	Sunday
	
	
	
	
	
	


	Total Regular Hours
	________

	Total Overtime Hours
	________

	Total Hours
	________


Notes & Payment Terms
Approved by: ______________________    Date: __________
Employee signature: ______________________    Date: __________
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