4/10 Work Schedule Template
Printable work-time planning resource
Use this reusable template to record or plan work-time information. Fill in the blank fields, save a copy for your records, and use the matching calculator on the website when you need automatic time arithmetic.
	Week
	Day
	Status
	Planned Hours

	1
	Monday
	Work
	10

	1
	Tuesday
	Work
	10

	1
	Wednesday
	Work
	10

	1
	Thursday
	Work
	10

	1
	Friday
	Off
	0

	1
	Saturday
	Off
	0

	1
	Sunday
	Off
	0


Tips
Enter times consistently using the same time format.
Record unpaid breaks separately when they affect total worked time.
For overnight shifts, note the date as well as the time to avoid ambiguity.
For planning and record-keeping. Review and adapt this template to your workplace process.




