[image: image1.jpg]valwade

RECRUITMENT




FAX BACK TO
020 7355 2882

OR EMAIL SCANNED COPY TO
admin@valwade-recruitment.co.uk
TIMESHEET

DETAILS OF ASSIGNMENT

	Client Details

Contact / Dept:         ……………………………………………….

Company Name:      ……………………………………………….

Company Address:  ……………………………………………….

………………………….………………………………………………….
	Temporary Details
Name of Temp:    ………………………………………………….

Assignment:         …………………………………………….……. USERADDRESS  \* MERGEFORMAT 
Week Ending Date:    Friday …………………………………




SUMMARY OF HOURS WORKED

(To the nearest 15 minutes)

	
	Time Started
	Time Finished
	Overall Hours
	Breaks Taken
	CHARGEABLE HOURS =

 (Total Hours - Breaks Taken)

	Mon


	
	
	
	
	

	Tues


	
	
	
	
	

	Wed


	
	
	
	
	

	Thur


	
	
	
	
	

	Fri


	
	
	
	
	

	Sat


	
	
	
	
	

	Sun


	
	
	
	
	


	        TOTAL


	


I certify that the total hours, including overtime hours, have been satisfactorily worked and that payment in respect of these will be made according to your terms of business which I have received from you and accept as the basis for this transaction.

Signature:



Position:




Date:

……………….………………………
 
………………………………………………………..
   
……………………..

PLEASE ENSURE THAT THE TIME SHEET IS FULLY COMPLETED AND SIGNED.

MAKE 2 COPIES, GIVE ONE TO THE CLIENT AND KEEP THE OTHER FOR YOUR RECORDS. 

RETURN THE ORIGINAL TO US BY 5 PM ON FRIDAY TO ENSURE YOUR PAYMENT.






3 hanover square london w1s 1hd       www.valwade-recruitment.co.uk     admin@valwade-recruitment.co.uk 

