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Important Notice to Temporary worker:
Failure to complete this timesheet in its entirety could result in delayed payment of wages 
We cannot accept timesheets that do not have the clients authorising signature, please ensure the person signing your timesheet is authorised to do so.
Important Notice for Client Authorisation Signatories: 

Only authorised personnel should sign off on this timesheet. By doing so you are confirming the following:

· The hours shown on this timesheet have been worked and that this timesheet will form the basis of an invoice payable within 7 days of the date of the invoice unless otherwise agreed with our accounts department.

· Receipt and acceptance of Alchemy Recruitment Solutions Ltd Terms of Business, and acknowledge that an introduction fee will be payable should we wish to employ the temporary worker directly or should we refer the Temporary Worker to a third party. Alternatively, an extended period of hire can be arranged.
NAME OF TEMPORARY WORKER: ______________________________________________ POSITION/JOB TITLE ________________________________________________________ 
CLIENT/COMPANY NAME: ______________________________________________________ CLIENT CONTACT: __________________________________________________________ 
ADDRESS: _______________________________________________________________________________________________________ WEEK ENDING        /         / 
PLEASE NOTE TIMESHEETS MUST HAVE AUTHORISING CLIENT SIGNATURE(S) FOR BOTH START AND FINISH TIMES

	
	Shift Start Time
	Authorised Client Signature 
	Authorised Client Job Title
	Shift Finish Time
	Authorised Client Signature
	Authorised Client Job title
	Deduct Breaks
	Total Hours Worked

	Monday

     /     / 
	
	Authorising Client Signature
	
	
	Authorising Client Signature
	
	
	

	Tuesday

     /     / 
	
	Authorising Client Signature
	
	
	Authorising Client Signature
	
	
	

	Wednesday

     /     / 
	
	Authorising Client Signature
	
	
	Authorising Client Signature
	
	
	

	Thursday

     /     / 
	
	Authorising Client Signature
	
	
	Authorising Client Signature
	
	
	

	Friday

     /     / 
	
	Authorising Client Signature
	
	
	Authorising Client Signature
	
	
	

	Saturday

     /     / 
	
	Authorising Client Signature
	
	
	Authorising Client Signature
	
	
	

	Sunday

     /     / 
	
	Authorising Client Signature
	
	
	Authorising Client Signature
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Member



TIMESHEETS SHOULD REACH OUR OFFICE NO LATER THAN OUR MONDAY DEADLINE 4PM 

(Failure to do so may result in delayed payment of wages) 

email: hospitality@alchemyrecruitment.co.uk
Alchemy Recruitment Solutions Ltd, 11 Victoria Street, Belfast, BT1 3GA Tel: 028 9032 3030   


	TOTAL HOURS TO BE PAID TO TEMPORARY WORKER


