
BIWEEKLY WORK LOG 
Period Ending: ____________ 

Employee Name: __________________________ 

Employee ID: ____________________________ 

Department: _____________________________ 

Manager: ________________________________ 

DAY DATE TIME IN 
TIME 
OUT 

BREAK 
(MIN) 

TOTAL HOURS 

WEEK 1 

Monday      

Tuesday      

Wednesday      

Thursday      

Friday      

Saturday      

Sunday      

Week 1 Subtotal:  

WEEK 2 



DAY DATE TIME IN 
TIME 
OUT 

BREAK 
(MIN) 

TOTAL HOURS 

Monday      

Tuesday      

Wednesday      

Thursday      

Friday      

Saturday      

Sunday      

Week 2 Subtotal:  

BIWEEKLY TOTAL HOURS:  

Employee Signature 

Supervisor Approval Signature 


