
Overtime Timesheet Form Sample
Use this overtime timesheet form sample with project codes to accurately track extra hours worked across various
projects. The form simplifies recording and reporting, ensuring precise payroll and project cost management. Enhance
efficiency by categorizing overtime hours under specific project codes for streamlined accounting.

Employee Information:
Employee Name Employee ID Department Supervisor Week Ending

     

Overtime Hours by Project

Date Day Project
Code Project Name Overtime

Hours Description of Task Employee
Initials

2024-07-
01 Monday PJ101 Website

Redesign 2.5 UI enhancements &
bug fixes

2024-07-
02 Tuesday PJ203 Mobile App

QA 1.5 Regression testing

2024-07-
03 Wednesday PJ101 Website

Redesign 3.0 Performance
optimization

2024-07-
04 Thursday PJ305 Client Training 2.0 Prepare training

materials

Total Overtime Hours 9.0

Supervisor Approval
Supervisor Name Date Approved Signature Comments

Employee Signature: _________________________    Date: ___________

Supervisor Signature: _______________________    Date: ___________
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