14 Steps to completing your Timesheet

Timesheet Checkpoints before sending:

1. Check week commencing date matches with week
worked

2. The overtime section should ONLY be completed if a
spedal rate has been agreed beforehand, Flease check
with your consuitant before using this section

3, If your personal details change, e, address, bank detals,
marital  status, please  inform your  consultant
immediately. DD NOT write details on timesheat.

4. Requests for Holiday mwst NOT e made on the
timesheat.

Incorrect of incomplete timesheals could result in late
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Click ‘Update’ &

the Timesheet

will calculate your

hours automatically
Once updated th

Edit button will appear

which enables you to

amend your hours.

IF you have agreed
Overtime tick this box
and input overtime hrs

Only input hrs that are to be
paid overtime.

(In the example, the whole day was
paid overtime)
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You sign the
Timesheet here

Fax your Timesheet to this number 01707 656533 by 11.00am
- on the Monday following the week worked:

or Post to: 25 Catherine Street, Covent Garden, London, WC2B 5JS



