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TIMESHEET

Timesheets must be completed and returned on a weekly basis for the duration of the contract.  Please ensure that all details are correct before signing.  If any required information is missing it could cause a delay in your payment.

	Contractor Company:
	Contract Number:

	Name of Consultant:
	Week Ending (Sunday):
 ENTER RELEVANT W/E DATE

	Client Company:
	


All minutes should be expressed as decimals, with each quarter hour representing 0.25 of one hour.  Wherever possible, all part hours worked should be rounded to the nearest 0.25 of one hour.

	Day
	Start time
	Finish time
	Break (hrs)
	Total hours
	Total days
	On call
	Call out

	Mon
	
	
	
	
	
	
	
	
	
	
	

	Tue
	
	
	
	
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	
	
	
	
	

	Thu
	
	
	
	
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	
	
	
	
	

	Sun
	
	
	
	
	
	
	
	
	
	
	

	Total expressed as hours and decimals
	
	
	
	
	


	CONSULTANT
	CLIENT ACCEPTANCE

	Name: 
	Name:

	Signature:
	Signature:

	Position:
	Position:

	Date:
	Date:


It is essential that the timesheet is signed by you - the Consultant - and the Client Manager.  To ensure there is no delay in payment please ensure this document is completed in full and copies taken and distributed as follows:
One copy to be sent to Vantage Recruitment Solutions Limited, one copy to be given to the client and retain one copy for your personal records.  Timesheets can be scanned and emailed to accounts@vantagerecruitment.co.uk, cc’d into your Account Manager’s email address.
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