	DTC Time card - PM 

	Your name:    

	Period Close Out (PCO)Date:   

	Did you send a CV batch for clearance: 

	Did you attach required spreadsheets: 

	Total CV points on hand for next day:

	Did you submit any KITES today:

	Do you require assistance for next day:



Calculate CV points: Uncalled new CVs/applicants= 4 points, previously called CV/applicants = 1 point
Send DTC PM time card  to: timecardsandreports2025@gmail.com
Daily attachments: SUB/X-SUB/D-SUB/Task-lists/POW/Candidate CVs/ZOOM links sheet
FRIDAY attachments ONLY: Expense entitlement claim form with payment receipts/feedback survey/User account register/TITO spreadsheet/Vonage call report
NOTE: By submitting this time card, you certify that you followed approved script, policies and procedures.
This time card valid only during the probation period.
	Spreadsheets must be saved and submitted for easy opening as:  EXCEL 97-2003 Workbook



