
How to complete and submit 
your timesheet

Ensure all of the sections below are 
filled out correctly



Add the name of 
the client you 
worked

Fill in your name

State the job you 
were doing

The date at the end 
of the week (Sunday)

Fill in the hours you 
worked

Make sure the 
timesheet is 
signed by a 
manager – this is 
our authorisation 
to pay you



Images

If you are scanning or taking a photo of your 
timesheet you need to ensure the following

• The picture is clear and bright
• The whole timesheet is visible
• It is filled out correctly

If this is not done it may result in a delay in 
your payment



If you submit a timesheet like this it 
will be rejected......



If it looks like this then you will get 
paid on time!


