
Daily Labor Report Employee hours by phase / cost code · one work date per sheet BLANK TEMPLATE

Company: Project / Job #: Work date:

Crew lead: Prepared by: Sheet: ___ of ___

Date Employee Phase # / Cost code Hours

Crew total (sum of all employee hours — not elapsed time)

Phase # Description (project's permitted codes)

Employee totals

Before handing off, check:
• Each employee's rows add up to their hours for the day.
• Every code is on this project's permitted list.
• Hours are decimals (8.5, not 8:30); no one exceeds 24.
• One employee may appear on several rows (one per code).

Free template from PhaseNote · phasenote.worxel.com · Phase/cost codes are configured by each company; sample values are illustrative, not an industry standard.
Labor allocation report only: not a site log, not a certified payroll form, not a crew HD import file.


