
Biweekly Timesheet

Employee name Manager
Period Hourly rate
Overtime after (hours/week) Overtime multiplier

Week 1

Day Date Start time End time Unpaid break 
(min)

Hours Notes

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Week 1 total hours
Regular hours
Overtime hours

Week 2

Day Date Start time End time Unpaid break 
(min)

Hours Notes

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Week 2 total hours
Regular hours
Overtime hours

Pay period total hours
Pay period overtime hours
Pay period total pay

Employee signature: ______________________________    Date: ____________

Manager approval:   ______________________________    Date: ____________
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