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How to complete and submit
yvour timesheet

Ensure all of the sections below are
filled out correctly



Add the name of
the client you
worked

White Page: Candidate Copy

Timesheet

Pink Page: Office Copy

Yellow Page: Client Copy

Berkeleyscott 8

HOTELS, HOSPITALITY & GATERING RECRUITMENT

Fill in your name

Cllent o>

Report to:

Purchase Order:

Client Code:

Week-ending Date:

- 1

The date at the end
of the week (Sunday)

Nam

Worker Job Category:

Worker No:

Consultant:

UMMARY OF HOURS WORKED (To be completed by client)

State the job you
were doing

Make sure the
timesheet is
signed by a
manager - this is
our authorisation
to pay you

Fill in the hours you
worked

Time Started Time Finished Breaks choflf::a"y Aclt::;ngzt‘i'\;e
Monday
Tuesday
Wednesday <\
Thursday
Friday
Saturday
Sunday
| certify that the TOTAL HOURS
have been satisfactorily worked and that payment will be made in
Hours Time Rate respect of these according to your terms and conditions of business
which | have received and accept as the basis of this transaction.
Only to be signed by a Manager.
\ SIGNATURE:
\
—> PRINT NAME:
POSITION:




Images

If you are scanning or taking a photo of your
timesheet you need to ensure the following

* The picture is clear and bright
* The whole timesheet is visible
* |tis filled out correctly

If this is not done it may result in a delay in
your payment



If you submit a timesheet like this it
will be rejected......

/30 [23.35] =

&3




If it looks like this then you will get
paid on time!

BerkeleyScott #

Timesheet HOTELS, HOSPITALITY 8 GATERING REGRUTMENT

White Page: Candidate Copy  Pink Page: Office Copy  Yellow Page: Client Copy

Cllone mamstadiress: | A\ N[ () MAZW Purchase Order:

HoT1ew
Client Code:

Report to: Week-ending Date: g / | /

Name: WAYNE  RooneETT Worker No: 7 % S| | O

Worker Job Category: (€ ANE R Consultant:

Time Started | Time Finished Breaks ey | e

Moy | 0S00 | |LOO 20mm| &5

Toesday

Wednesday

Thorsday

Friday

swrdy | [4OO 1800 - 4-

Sundy

lcetytametora | 128 [Hours

have been satisfactordy worked and that payment will be made in
Hours Time Rate respect of these according to your terms and conditions of business
‘which | have received and accept as the basis of this transaction.
Only to be signed by a Manager.

SIGNATURE:
PRNTNAME.ALEX  FeRGUSON)

posmon:. HMEAD  CLEANER.




