
Weekly Employee Timesheet and Attendance Form
Sample
This weekly employee timesheet and attendance form sample provides a structured way to accurately record work
hours and monitor attendance. It helps streamline payroll processing and ensures compliance with company policies. Use
this template to efficiently track employee time and attendance on a weekly basis.

Employee Name: Employee ID:

Department: Week Starting:

Day Date Time In Time Out Break (hrs) Total Hours Worked Attendance

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Weekly Total Hours:

Employee
Signature: Date:

Supervisor
Approval: Date:
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