[Company Logo]   [Company Name]
EMPLOYEE TIMESHEET
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Department:
	[Department]

	Reporting Manager:
	[Reporting Manager]

	Week:
	[DD/MM/YYYY] to [DD/MM/YYYY]



	Activity / Task
	Billable (Y/N)
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Total Hours

	[Core work – e.g. customer tickets]
	[Y/N]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]

	[Meetings and reviews]
	[N]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]

	[Training]
	[N]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]

	[Admin / reporting]
	[N]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]

	Leave / Holiday
	–
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]

	Daily Total
	–
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]
	[Hrs]



Comments
	Unusual days, late stays or blockers
	 



I confirm that this timesheet correctly reflects my working time for the week.

	______________________________
Employee
[Employee Name]
Submitted: [Date]
	______________________________
Approved by
[Reporting Manager]
Date: [Date]
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