
Semi-Monthly Timesheet
The 1st to the 15th, or the 16th to the end of the month — 24 pay periods a year.
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Free for commercial use — no attribution required

Employee name Period starting (1st or 16th) Department / role

Manager

DATE WORKWEEK TIME IN TIME OUT BREAK (HRS) TOTAL HOURS REGULAR OVERTIME NOTES

TOTAL

How to use. Semi-monthly is not biweekly: 24 pay periods a year, and the boundary falls mid-week. Overtime is still owed on the full workweek, so check the adjoining period before paying the first and last weeks.

Employee signature Manager approval Date approved
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