
FILLING OUT A TIMESHEET



Weeks are from Sunday –

Saturday.

A typical Timesheet will start on 

Monday



The date of the WO will go here



The WO # goes here. If you get 

a WO that has no number – You 

will use the same Label (name) 

of the assignment you will see 

on your calendar.



FINDING A WO # on client WOs



Examples of Calendar Label instead of WO#



Miles driven to the WO



This would be the time you 

check in to the WO.  

We use .15 hourly increments. 

(Example 1PM, 1:15PM, 1:30PM, 

1:45PM)

This MUST match the WO check 

in time.



This would be the time you 

check out to the WO.  

We use .15 hourly increments. 

(Example 1PM, 1:15PM, 1:30PM, 

1:45PM)

This MUST match the WO check 

out time.



This would be the total time you 

are checked into the WO.

We use .15 hourly increments. 

(Example 1PM, 1:15PM, 1:30PM, 

1:45PM)

This MUST match the WO total 

time.



This would be the total time you 

worked on all your assignments 

for that day along with the total 

miles for that day MINUS the 

allowance you are allowing 

GCT.

We use .15 hourly increments. 

(Example 1PM, 1:15PM, 1:30PM, 

1:45PM)

This MUST match the WO total 

time.



This would be the total time you 

worked on all your assignments 

for that week.

We use .15 hourly increments. 

(Example 1PM, 1:15PM, 1:30PM, 

1:45PM)

This MUST match the WO total 

time.



Please sign and date your 

Timesheet before you turn it in.  


