
WORK HOUR LOG 
Period: _________ to _________ 

Employee Name: _________________________ 

Project/Department: ____________________ 

DATE CLOCK IN 
CLOCK 
OUT 

BREAK 
(MIN) 

TASKS / DESCRIPTION TOTAL 

      

      

      

      

      

      

      

Weekly Total Hours: 
 

Notes / Weekly Summary:  

Employee Signature: ___________________________ 

Manager Approval: ___________________________ 


