[Company Logo]   [Company Name]
WORK HOURS TIMESHEET
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Employment Type:
	[Full-time / Part-time / Hourly / Consultant]

	Week Ending:
	[DD/MM/YYYY]

	Regular Hours per Day:
	[No.]



	Date
	Day
	Start Time
	End Time
	Unpaid Break
	Net Hours
	Regular Hours
	Extra Hours
	Notes

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Hours]
	[Hours]
	[Notes]

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Hours]
	[Hours]
	[Notes]

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Hours]
	[Hours]
	[Notes]

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Hours]
	[Hours]
	[Notes]

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Hours]
	[Hours]
	[Notes]



Weekly Totals
	Total Net Hours
	Regular Hours
	Extra Hours (approved)
	Hourly Rate (₹, if applicable)
	Amount (₹, if applicable)

	[Hours]
	[Hours]
	[Hours]
	[Amount]
	[Amount]



Extra hours are counted only where pre-approved; overtime, where applicable, is paid as per applicable law and company policy.
I certify that the hours above are accurate.

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