
Insert Logo Here                                           <insert Business Name>  Weekly Timesheet 

 

Employer’s Name  

Employee’s Name  Employee Number  

Pay Period Commence           /          /            Pay Period Complete           /          /           

 
Work Hours Record 
 

EMPLOYEE ORDINARY / CONTRACTED HOURS PER WEEK: ____________________________________________________ OVERTIME LEAVE 

Date Day Start time Break Start Break Finish 
Break 

Duration 
Finish Time 

Total 

(Hours minus 

break Time) 

Start Time Finish Time Total 
Leave 

Type 

Total 

Hours 

 
 

      
     

 
 

      
     

 
 

      
     

 
 

      
     

 
 

      
     

 
 

      
     

 
 

      
     

 
 

      
     

 
 

      
     

 
 

      
     

 
 

    Total  
 

Total 
 

Total 
 

 
I  <insert Name> , declare that the information provided is true and accurate, according to the hours that I have worked this week ending the           /          /         . 
 
 
Signature of Employee: _____________________________________________________ _______________________________________________________________________    Date: _______/________/__________ 
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