	EMPLOYEE SCHEDULE
[Your Business Name]
	Week of:  [Mon date] to [Sun date]
Posted by:  [Manager name]
Posted on:  [Date]



	Employee
	Role
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday
	Hours

	
	
	Date: ____
	Date: ____
	Date: ____
	Date: ____
	Date: ____
	Date: ____
	Date: ____
	Total

	Maria
	Barista
	6a to 2p
	6a to 2p
	OFF
	6a to 2p
	6a to 2p
	7a to 3p
	OFF
	40

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Staff on shift
	
	
	
	
	
	
	
	


Shift swaps: ask the manager first, at least 24 hours ahead.   Time off: request at least [2 weeks] ahead.   Questions: [manager phone]
Example row in grey: delete it or write over it. Need hours and labor cost calculated for you? Use the Excel or Google Sheets version.
Free employee schedule template from TonyAIProfit · tonyaiprofit.com
