
WEEKLY TIMECARD

Standard Corporate Payroll Format

EMPLOYEE NAME:

DEPARTMENT:

PAY PERIOD WEEK ENDING:

MANAGER / APPROVER:

DAY DATE
TIME

IN

TIME

OUT

BREAK

(MIN)

REGULAR

HOURS

OVERTIME

HOURS

TOTAL

HOURS

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Totals:

EMPLOYEE SIGNATURE & DATE SUPERVISOR APPROVAL SIGNATURE & DATE
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BI-WEEKLY PAYROLL TIMESHEET
Creative Agency & Professional Services Layout

FULL NAME: JOB TITLE: PAY PERIOD RANGE:

DAY DATE PROJECT / ACCOUNT TASK DESCRIPTION
HOURS

WORKED

WEEK 1

Monday

Tuesday

Wednesday

Thursday

Friday

WEEK 2

Monday

Tuesday

Wednesday

Thursday

Friday

Cumulative Bi-Weekly Hours:

STAFF MEMBER SIGNATURE AUTHORIZED SIGNATORY
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INDUSTRIAL SHIFT & OVERTIME LOG

PLANT/FACILITY: EMPLOYEE ID: SUPERVISOR NAME: PAY PERIOD:

DATE
SHIFT

(1/2/3)

REGULAR

HRS

OT HOURS

(1.5X)

DT HOURS

(2.0X)

SICK /

LEAVE

PREMIUM

CODE

DAILY

TOTAL

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total Logged Hours:

* Compliance Check: Ensure all mandatory 30-minute rest periods are fully logged and certified according to plant regulations. 

OPERATOR SIGNATURE FLOOR MANAGER VERIFICATION
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MONTHLY SUMMARY TIMESHEET

EMPLOYEE: ID NUMBER: MONTH / YEAR: DEPT TOTAL:

DAY REGULAR HRS OVERTIME SICK LEAVE VACATION HOLIDAY NOTES / APPROVALS

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

Total
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ENTERPRISE CONSULTING GROUP

Project Hours Allocation Ledger

CONSULTANT NAME: BILLING CYCLE / PERIOD:

DATE CLIENT NAME PROJECT CODE DELIVERABLE SUMMARY / ACTIVITY HOURS

Total Billable Client Hours:

CONSULTANT SIGNATURE CLIENT SIGN-OFF & VERIFICATION
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FREELANCE / CONTRACTOR LOG

Hourly Invoice Summary

INVOICE REFERENCE:

#INV-2026-001

CONTRACTOR NAME: CLIENT / ENTITY:

DATE WORK ITEM / FEATURE DEVELOPED HOURS RATE / HR TOTAL ($)

PAYMENT TERMS & METHODS:

Net 15 days. Direct deposit or digital wiring instructions provided on file. 
TOTAL INVOICE DUE:

$ 0.00
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HOSPITALITY SHIFT SHEET

TEAM MEMBER: ASSIGNED ROLE: PAY PERIOD ENDING: MANAGER ON DUTY:

DATE STATION/SHIFT CLOCK IN CLOCK OUT UNPAID BREAK NET HOURS DECLARED TIPS

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Weekly Summaries:

TOTAL CASH TIPS

$

TOTAL CREDIT TIPS

$

DRAWER VERIFIED

Y / N

Restaurant, Bar & Event Staff Management
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Clinical & Nursing 12-Hour Shift Log CONFIDENTIAL PAYROLL DATA

PRACTITIONER NAME: LICENSE/ID: WARD/UNIT:

DATE
SHIFT TYPE (DAY/

NIGHT)

CLOCK

IN

CLOCK

OUT

HANDOFF

OVERLAP (MIN)

ON-CALL

HOURS

CHARGE NURSE

APPROVAL

Sign Here

Sign Here

Sign Here

Sign Here

Sign Here

Sign Here

Total Period Hours:
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HEAVY CONSTRUCTION FIELD LOG
Job Site / Crew Allocation Ledger

SITE SHEET

PROJECT SITE LOCATION: CREW LEADER / FOREMAN: WEATHER/SITE CONDITIONS:

WORKER NAME TRADE CLASS REG HRS OT HRS
HEAVY MACHINERY

OPERATED (HOURS)

Crew Totals:
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Remote Team Timesheet
Flexible Hours & Synchronous Core-Tracking Dashboard

REMOTE CONTRACTOR: BASE TIMEZONE: WEEK REFERENCE:

DATE
CORE SYNC HOURS

MET?

ASYNC HOURS

WORKED

TOTAL LOGGED

HOURS

PRIMARY TASK / EPICS

WORKED ON

Monday YES

Tuesday YES

Wednesday YES

Thursday YES

Friday YES

Saturday NO

Sunday NO

Total Weekly Hours:
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Salaried Absence & Leave Exception Log

EXECUTIVE & EXEMPT STAFF RECORD

EXECUTIVE NAME: CORPORATE TITLE: FRINGE BENEFIT CODE:

DATE OF

EXCEPTION

CATEGORY (PTO / SICK /

HOLIDAY / JURY / FMLA)
HOURS USED

AUTHORIZED APPROVAL

COMMENTS

Total Exception Leave Hours:
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TECHNICAL SUPPORT & INBOUND TICKET TIMECARD

IT ENGINEER: TIER GROUP (I/ II/ III): SHIFT IDENTIFICATION:

TICKET ID CLIENT NAME
PRIORITY

LEVEL
TIME STARTED TIME ENDED BILLABLE MINUTES

#T-

#T-

#T-

#T-

#T-

#T-

#T-

Total Resolved/Logged Minutes:
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Semi-Monthly Payroll Worksheet

EMPLOYEE IDENTIFICATION NAME: TARGET PAYROLL CYCLE DATES:

DAY DATE REGULAR HOURS OVERTIME HOURS BEREAVEMENT / VACATION TOTAL DAILY HOURS

Day 1

Day 2

Day 3

Day 4

Day 5

Day 6

Day 7

Day 8

Day 9

Day 10

Day 11

Day 12

Day 13

Day 14

Day 15

Pay Period Totals:

Standard Pay Cycle Layout: 1st-15th / 16th-End
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LEGAL COUNSEL BILLABLE HOURS REGISTER

ATTORNEY/PARTNER: BAR CARD ID: BILLING LEDGER QUARTER:

CLIENT-MATTER
NUMBER

DATE
PROFESSIONAL SERVICES NARRATIVE /
LEGAL ACTIVITY

HOURS (0.1)

Aggregate Billable Tenths:

All hours must be itemized meticulously in accordance with strict corporate counsel auditing mandates. 
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Annual Corporate Time & Payroll Dashboard
Executive Management Summary Rollup Matrix

FISCAL QUARTER
PRODUCTIVE

HOURS

NON-PRODUCTIVE /

LEAVE

OVERTIME

LOAD

GROSS

VARIANCES

Quarter 1 (Q1)

Quarter 2 (Q2)

Quarter 3 (Q3)

Quarter 4 (Q4)

Annual Target

Summary

💡 Professional Time Tracking Tools & Integration
Managing timesheets manually can lead to processing errors, human typos, and extended auditing overhead. To

automate your workflows instantly, tap into the comprehensive calculation engine developed specifically for

organizations and independent professionals. 

Template Kit Creator:

Discover an expansive library of professional mathematical

systems and assets at:

Visit Everything Calculators

Automated Computation Utility:

Eliminate tedious arithmetic and precisely compute regular

hours, overtime breaks, and expected gross payouts using

this highly useful online helper:

Online Time Card Calculator Tool
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https://everythingcalculators.com/
https://everythingcalculators.com/business-calculators/time-card-calculator/

