
Project-Based Timesheet
Employee Name: _________________________________ Employee ID: ____________________

Project Name: _________________________________ Department: ____________________

Reporting Period: From: _____________ To: _____________

Timesheet Details

Date Task Description Project Phase/Code Hours
Worked Remarks

______/______/______ ______________________ ________________________ ______ _______________________

______/______/______ ______________________ ________________________ ______ _______________________

______/______/______ ______________________ ________________________ ______ _______________________

______/______/______ ______________________ ________________________ ______ _______________________

Total Hours ______

Employee Signature / Date

Supervisor Approval / Date

Important Notes
This document records hours spent on tasks associated with a specific project.
Ensure task descriptions and project codes/phases are entered accurately.
Approval by the project supervisor or manager may be required for submission.
This form helps with project costing, payroll, and resource management.
Retain a copy for your records after submission.
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