Time-Sheet Template
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TIME SHEET

For the Month of ... eeveverrrceeerennns

Employee Name

Employee Code

Department

Reporting Authority Name

Date

Type

Full Day / Half Day

Allocated Task/
Work Element

Start Time

End Time

Total
Hours
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31

Total Number of Days worked

Total No.of Hours Worked

Total Number of Leaves Taken

Total No of We

ekly offs Worked

Signature of the Employee

Approved by the Reporting Personnel

Date:

Date:

Verified by

Signature of the HR Personnel




