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Employee Name: Job / Site:

Pay Period: Date Submitted:

Date Day Time In Time Out Break (min) Hours (decimal)

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Totals

Total Hours:

Regular Hours  (up to 40 per workweek):

Overtime Hours  (over 40):

Notes / Comments:

Employee Signature: Date:

Supervisor Signature: Date:

Overtime threshold: 40 hours per workweek under the federal FLSA. State rules may differ (California: 1.5x past 8 h/day). Total hours, divide each day manually or use chronotek.com/time-card-calculator. Template free from Chronotek Pro.


