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Template 12: Daily Time Sheet 

 
 

Activity Number of person 
hours spent 

Ref Remarks 

[insert activity carried out] [insert the time 
undertaken to 
carry out the 
activity] 

[where evidence 
to support the 
activity carried 
out can be found] 

[any remarks on the time 
undertaken] 

    

    

    

    

    

    

    

    

    

    

 

[Insert Name of the Internal Auditor that has carried out the activities] 

[Insert Name of the HIA that has reviewed and approved the time sheet] 

 
 
 

Daily Time Sheet Template 

Engagement Name  WP Ref. 

Engagement Reference  

   


