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Timesheet
	Employer’s name:
	



	Employee’s name:
	



	Pay period (DD/MM/YYYY):
	             /               /                 to             /              /           
	Pay date (DD/MM/YYYY):
	             /               /                 




	Employee’s ordinary hours: ________hours ________ minutes per week / fortnight / other __________
(circle appropriate option and insert information if required)
	Overtime
	Leave

	Day / date
(e.g. Day: Mon; 
Date: 21/3)
	Start time
(e.g. 8.30am)
	Start time of unpaid break  
(e.g. 12:30pm)
	Restart time
(e.g. 1:30pm)
	Finish time
(e.g. 5:00pm)
	Other times/ Breaks
(e.g. time of other unpaid breaks)
	Total
(Hours minus unpaid breaks)
	Start time
(e.g. 8:30am)
	Start time of unpaid break  
(e.g. 12:30pm)
	Restart time
(e.g. 1:30pm)
	Finish time
(e.g. 5:00pm)
	Total
(Hours minus unpaid breaks)
	Type 
(e.g. personal leave, etc.)
	Hours (hours minus unpaid breaks)

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total:
	
	
	Total:
	
	Total:
	




Signature of employee:	_______________________________________________________________________	 	 Date: _______/________/__________
[image: ][image: ]This resource is property of the Aesthetic Beauty Industry Council. This document must not be distributed to other individuals or businesses without permission, doing so is a breach of copyright. This information provided is general in nature and does not constitute legally binding advice. ABIC will endeavour to update the information in this document and on our website as needed from time to time, however information can change without notice and ABIC does not guarantee the accuracy of information provided, including information provided by third parties at any time. We strongly recommend reading ABIC’s standard Terms and Conditions and our website’s Terms of Use in conjunction with the information provided.
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