
EMPLOYEE WORK LOG 
Pay Period Ending: 

Employee Name: 

Employee ID: 

Department: 

Manager: 

DATE TIME IN 
TIME 
OUT 

BREAK 
(MIN) 

TOTAL 
HOURS 

NOTES / 
PROJECT 

      

      

      

      

      

      

      

      

      

      

      



DATE TIME IN 
TIME 
OUT 

BREAK 
(MIN) 

TOTAL 
HOURS 

NOTES / 
PROJECT 

      

      

      

Regular Hours: _________  

Overtime Hours: _________  

Total Pay Hours: _________  

Employee Signature 

Supervisor Signature 


