
                          Staff Time Sheet 

Staff Name__________________Position_____________ 

Directions: List both weeks and submit as instructed by the Administrator.  

Week 
Beginning 

Sun 
In      Out 

Mon 
In    Out 

Tue 
In    Out 

Wed 
In     Out 

Thu 
In    Out 

Fri 
In    Out 

Sat 
In     Out 

Total 
Hours 

 
 

               

                

                

                

                

Comments:  _____________________________________________________________ 

________________________________________________________________________ 

Staff Signature:___________________________________________Date:___________ 

Client Signature:__________________________________________Date:___________ 
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