
How to Create a Daily Timesheet Report for Employees
Creating a daily timesheet report for employees helps streamline attendance tracking and project management. This report captures hours
worked, tasks completed, and breaks taken, ensuring accurate payroll processing. Implementing an efficient timesheet system boosts productivity
and accountability across the organization.

Steps to Create a Daily Timesheet Report
1. Collect Employee Information:

Name
Employee ID
Department
Date

2. Document Work Hours:
Start Time
End Time
Break Time (if any)
Total Hours Worked

3. List Tasks Completed:
Task Description
Project/Client
Status

4. Review and Approval:
Employee Signature
Supervisor Review
Manager Approval (if required)

Sample Daily Timesheet Report

Employee
Name Date Start

Time
End
Time

Break
(mins)

Total
Hours Tasks Completed Supervisor Signature

Jane Doe 2024-07-
15 09:00 17:00 60 7 Updated project status, Attended

team meeting Mark Smith

John Smith 2024-07-
15 08:30 17:30 45 8.25 Completed client report, Code review Alice

Brown

Tips for Effective Timesheet Reporting
Encourage timely and accurate entry by staff.
Use digital tools or templates for efficiency.
Regularly review reports for discrepancies or missing data.
Keep timesheets accessible for audits or payroll processing.
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