
Free template from zchedule.app/resources. Adapt it to your team; it is not legal advice.

Employee timesheet: actual hours
Write the times actually worked. For a shift that ends after midnight, write the next day's date as the end date.

Employee Week starting

Start date Start time End date End time
Unpaid
break
(min)

Hours Note

Week total

Employee signature /
date

Approved by / date


