


BI-WEEKLY TIMESHEET

Week Starting: _____________________________________________________________________
[bookmark: Text1]Employee Id:______________________________  Employee______________________________
[bookmark: Text2][bookmark: Text3][bookmark: Text4]Name:_______________________________  Supervisor Name:____________________________                Organization:_______________________________________________________________________

	Day 
	Client
	Task
	Work Details
	Check-In 
	Check-Out 
	Break Hours
	Total Hours
	Non-Billable 
	Work Hours

	Sun
	
	
	
	
	
	
	
	
	

	Mon
	
	
	
	
	
	
	
	
	

	Tue
	
	
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	
	
	

	Thurs
	
	
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	
	
	

	Sun
	
	
	
	
	
	
	
	
	

	Mon
	
	
	
	
	
	
	
	
	

	Tue
	
	
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	
	
	

	Thurs
	
	
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	
	
	

	Weekly Total
	3
	
	
	






	Employee Signature
	
	Date




	Supervisor Signature
	
	Date
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