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Weekly timesheet
Week ending
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D E FAU LT  J O B  /  P ROJ E C T

 
 
 

W E E K

Pay period
Supervisor
Regular rate
Overtime rate (1.5×)

DAY DATE JOB /  PROJECT COST CODE /  TASK START END BREAK (MIN) HOURS REGUL AR OVERTIME NOTES

Mon

Tue

Wed

Thu

Fri

Sat

Sun

Weekly totals

N OT E S  /  E XC E P TI O N S  — absences, late starts, per diem, travel, injuries, who approved overtime Regular hours × rate

Overtime hours × rate

Gross for the week

The employee certifies the hours above are accurate and were worked on the jobs and cost codes shown. The supervisor approves them for payroll and job costing.

Employee

SIGNATURE

PRINTED NAME DATE

Approved by · supervisor / foreman

SIGNATURE

PRINTED NAME AND TITLE DATE

Overtime rules differ by state and by contract — some states require daily overtime over 8 hours, most require weekly overtime over 40; prevailing-wage jobs also require certified payroll reports. Split regular and overtime hours per the rule that applies to you. Not legal or payroll advice.
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