
GUIDELINES FOR COMPLETING  

YOUR TEMP TIMESHEET 
 

 

Timesheets can be downloaded at www.ocg.co.nz, which can be opened as ‘read only’ then ‘save as’. You can then 

enter the ‘Employee Information’ and ‘Client Information’ and save it somewhere for your convenience, this way you 

will only need to change the week ending date and times worked each week.   

 

 

 

 

YOUR TIMESHEET 

MUST BE SIGNED 

AND DATED BY 

THE CLIENT. 

If it is not signed 
you may not be 

paid. 

It is ESSENTIAL that 
you use the Drop 

Down menu to 
populate this field 

as this date 
generates the dates 
on the timesheet. 

Please enter the 
clients Company 

Name 

Use the Drop Down 

Menus to populate 
Start Time, Break 
Out, Break In and 
Finish Time.  
 
It allows you to 
choose the time 
closest to the 
nearest quarter 
hour.  
 
The total is 
automatically 
calculated. 
 
If no break is taken, 
just leave the 
‘Break’ fields blank. 

 

Please enter your 
Surname and First 

Name on the 
timesheet. 

You MUST sign and 
date your timesheet 

each week. 

ROUNDING HOURS WORKED: 

 
Please ensure you round hours to the nearest ¼ hour. 

 
For example: 

 
8.10am should be noted at 8.15am 

 

7.35am should be noted as 7.30am 

 
8.50am should be noted at 8.45am 

If you have the 
clients PO Number 
please enter it. 

Only enter hours 
actually worked. If 
you are sick or it is 
a Statutory Holiday 
please note in the 
Comments field.  

DO NOT ADD THE 

HOURS INTO 

YOUR HOURS 
WORKED. 


