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Weekly Time Sheet 

Employee: 

Phone number: Email: 

Company: 

Manager: 

Phone number: Email: 

Week 
Ending :

Day In Out In Out Daily Total 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 

Total hours worked 

Total hours worked (in words) 

Employee’s Signature: Date: 

Manager’s Signature: Date: 

Timesheet must be saved in the format Initial_Surname_w/eDate. e.g. “JSmith060621”. and 
must be sent to timesheet@jmfassociates.co.uk 
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