Weekly timesheet
	Employee name
	
	Week ending
	

	Employer or client
	
	Hourly rate
	

	Job or project
	
	Overtime after (hours per week)
	



	Date
	Day
	Start
	End
	Break (min)
	Hours
	Note

	
	Monday
	
	
	
	
	

	
	Tuesday
	
	
	
	
	

	
	Wednesday
	
	
	
	
	

	
	Thursday
	
	
	
	
	

	
	Friday
	
	
	
	
	

	
	Saturday
	
	
	
	
	

	
	Sunday
	
	
	
	
	

	Total hours
	
	

	Overtime hours
	
	

	Total pay
	
	



Hours = end time minus start time minus break. Add the days, then multiply regular hours by the hourly rate. Hours past the overtime threshold are paid at the overtime multiplier.
	Employee signature
	
	Date
	

	Approved by
	
	Date
	






