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Project Name:

Week Ending: PM:

Project ID:

Pay Period: Weekly Bi-Weekly

EMPLOYEE INFORMATION

Employee Name:

Trade / Classification: Rate: 

Overtime Rate:

Overtime Threshold:

$_______.____ / hr

$_______.____ / hr

_____ hrs / week

_____ hrs_____ hrs_____ hrs

Employee ID #:

Supervisor:

Start Date:

DAILY HOURS LOG (Complete at END OF EACH SHIFT - don't wait until Friday)

Day Date In (Start) Out (End) Breaks (Hrs) Regular (Hrs) Overtime (Hrs)

Monday ____ /____ ____:____

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____ /____

____ /____

____ /____

____ /____

____ /____

____ /____

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

WEEKLY TOTALS:

TASK / ACTIVITY BREAKDOWN (REQUIRED for accurate job costing)

Date Task / Activity Project Cost Code Hours

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____ /____

____ /____

____ /____

____ /____

____ /____

____ /____

____ /____

____:____

____:____

____ /____

____ /____
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EMPLOYEE INFORMATION
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Employee:

Week Ending: Date:

Employee: ID:

Supervisor:

_____ hrs

MULTI-PROJECT LABOR ALLOCATION (Employees working on MULTIPLE projects daily)

Date Project Name / ID Task Description Hours Worked

____ /____ ____:____

____:____

____:____

____:____

____:____

____:____

____:____

____ /____

____ /____

____ /____

____ /____

____ /____

____ /____

DAILY TOTAL:

EQUIPMENT USAGE LOG (Track equipment operated - supports maintenance & billing)

Date Equipment Description Equipment ID Notes / Issues

____ /____

Hours Used

____:____

____:____

____:____

____:____

____:____

____:____

____:____

____ /____

____ /____

____ /____

____ /____

____ /____

____ /____

SUBCONTRACTOR HOURS LOG (For tracking subcontracted labor on site)

Date Subcontractor Name Trade Hours Each

____ /____

# Workers

____:____

____:____

____:____

____:____

____:____

____ /____

____ /____

____ /____

____ /____
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OVERTIME DETAILS (Document ALL overtime - including approval and reason)

_____ hrs

Date Overtime Hours Rate Total OT Pay Reason / Approved By

____ /____ ____:____

____:____

____:____

____:____

____:____ $________.__

$________.__

$________.__

$________.__

$________.__

____:____

____:____

____:____

____ /____

____ /____

____ /____

 OT TOTAL:

____ /____

____ /____

____ /____

____ /____

____ /____

PAID LEAVE / HOLIDAY / SICK TIME (Track all non-working paid time)

Type Dates Hours Remaining Balance

Holiday

Vacation

Sick Leave

Personal Day

Other: ___________

____:____ _____ hrs remaining

_____ hrs remaining

_____ hrs remaining

_____ hrs remaining

_____ hrs remaining

____:____

____:____

____:____

____:____

_____ hrsLEAVE TOTAL:

SIGN-OFF SECTION (Timesheet is not valid without both signatures)

Employee Signature:

Supervisor Signature:

Project Manager:

Date:

Date:

Date:

____ /____

____ /____

____ /____

WEEKLY SUMMARY & PAYROLL CALCULATION (Complete at end of week)

Calculation Item

Regular Hours Worked (from Page 1)

Overtime Hours Worked (from above)

Paid Leave / Holiday

Deductions (if applicable):

GROSS PAY (Before Deductions)

- Federal Tax

- State Tax

- Social Security / Medicare

- Health Insurance

- 401(k) / Retirement

- Other: _________________

NET PAY (Take Home)

Amount

_____ hrs x $_______.____             = $_______________

_____ hrs x $_______.____             = $_______________

_____ hrs x $_______.____             = $_______________

$_________________________________________

$_________________________________________

$_________________________________________

$_________________________________________

$_________________________________________

$_________________________________________

$_________________________________________

$_________________________________________


