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	Start Time
	End Time
	Total
	PTO
	TOTAL

HOURS
	Work Phone:

(       ) -         -

	Employee’s Name (Please print)
	Monday


	
	
	
	
	
	

	
	Tuesday


	
	
	
	
	
	

	
	Wednesday


	
	
	
	
	
	COMMENTS

	Employee’s Signature
	Thursday


	
	
	
	
	
	

	
	Friday


	
	
	
	
	
	

	
	Saturday


	
	
	
	
	
	

	Customer/Client
	Sunday


	
	
	
	
	
	

	
	WEEK 
ENDING
   /   /


	
	Over-time
	
	
	
	

	
	Monday


	
	
	
	
	
	

	Client Signature Approval
	Tuesday


	
	
	
	
	
	

	
	Wednesday


	
	
	
	
	
	

	Signing this timesheet is an admission that all this information is true.

Fax this timesheet to us every other Monday at noon 866 592 0352

	Thursday


	
	
	
	
	
	

	
	Friday


	
	
	
	
	
	

	
	Saturday


	
	
	
	
	
	

	
	Sunday


	
	
	
	
	
	

	
	WEEK

ENDING

  /    /


	
	Over-time
	
	
	
	


Overtime should be marked ONLY after the total hours for the week have reached 40.  Verbal approval by the client is required prior to working hours in excess of 40 hours per week.  Provide a photocopy of this signed time sheet to the client.






