
Daily 
Timesheet

Your Name :

School / Client :

Day Date e.g. 
01/01/08

I con�rm I worked 
these days         

(enter 1 or 0.5)

I con�rm that I left 
home before 7am

I con�rm that I was 
away from my home 

for over 10 hours

Monday ___/___/___

Tuesday ___/___/___

Wednesday ___/___/___

Thursday ___/___/___

Friday ___/___/___

Total days worked this week

And claim a lunch 
allowance for each 
whole day worked

And claim a 
breakfast allowance 

per day

And claim a late 
working meal 

allowance  per day

I con�rm that my mileage to and from work totals  for the week

I travelled by Car / Motorbike / Bicycle (Please select one)

In accordance with Sections 336 to 339 of ITEPA 2003, I con�rm that I am site based and claim £2 for 
use of home as of�ce as well as the expenses above

Your Signature : 

To be completed by a person in authority at your place of work

Name and position of person 
con�rming at school / client

Signature of person con�rming 
at school / client                                                                          Date:


