SAMPLE TIME RECORD SHEET

NAME: ___________________    WEEK ENDING: __________________  APPROVED BY: ___________________________
	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	WEEKENDS

	Areas of work

Undertaken
	AM
PM
Evening
	AM
PM
Evening
	AM
PM
Evening
	AM
PM
Evening
	AM
PM
Evening
	

	Hours put in for each day
	
	
	
	
	
	

	Time in lieu for each day
	
	
	
	
	
	

	Annual Leave taken each day
	
	
	
	
	
	

	Mileage for each day
	
	
	
	
	
	

	Time spent travelling  
	
	
	
	
	
	


	TOTAL HOURS WORKED FOR THE WEEK
	

	TOTAL TIME IN LIEU FOR THE WEEK:
	

	TOTAL HOURS IN LIEU CARRIED OVER:
	

	TOTAL MILEAGE FOR THE WEEK:
	

	TOTAL HOURS SPENT TRAVELLING:
	

	ANNUAL LEAVE TAKEN THIS WEEK:
	

	TOTAL ANNUAL LEAVE TAKEN TO DATE:
	

	UNCERTIFIED SICK LEAVE TAKEN THIS WEEK:
	

	UNCERTIFIED SICK LEAVE TAKEN TO DATE:
	

	CERTIFIED SICK LEAVE TAKEN THIS WEEK
	

	CERTIFIED SICK LEAVE TAKEN TO DATE:
	


























