
 
 

 
 

WEEKLY TIMESHEET 
 
EMPLOYEE (Please print) …………………………………………………………… 

CLIENT ………………………………………………………………………………..  

SUPERVISOR (Please print) …………………………………………………………. 
 
SUPERVISOR'S SIGNATURE ………………………………………………………. 
 
WEEK .......................TO......................... 
  
Time to the nearest 5 minutes.   Clear, neat handwriting please. 
 

 MON TUE WED THU FRI SAT SUN 

 IN        

 OUT        

 IN        

 OUT        

 IN        

 OUT        

 DAY TOTAL        

 PROG TOTAL        
 
Please ensure that you record your lunch breaks by putting the time that you leave (out) 
and the time you return (in). 
 
Please note this is a weekly timesheet.  If multiple weeks need to be submitted please use 
separate timesheets for each week. 
 
Is this the final timesheet for this project?                   YES   /   NO  
 
OFFICE USE: 

Return to:  Enterprise Knowledge Pty Ltd      (ABN 72 051 111 418) 
Suite 5, 1016 Doncaster Road, East Doncaster, Victoria 3109 
Tel. (03) 9842 0999  Fax. (03) 9842 0900 
Email: chrisw@enterpriseknowledge.com.au 


