[image: image1.jpg]



www.sheridanward.co.uk
Payroll Fax: 01895 273150

Temp Name: 
Job Title:  

Client Name: 
Supervisor: 
Client Address:
Hours of Work: 

Purchase Order:

Week Commencing: 
Post Code:

     

           

	Day
	Start Time
	Break
	Finish Time
	Total Hrs.

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	

	Sunday
	
	
	
	

	Important Note:

We certify that the total hours worked are correct and we will accept your accounts for the chargeable hours at the agreed rate. We agree to accept your terms and conditions of business and we acknowledge that should any temporary worker introduced by you accept an offer of employment by us, a non-rebateable fee calculated in accordance with your normal scale of charges for the introduction of permanent staff will become payable.

	Overtime:
	

	
	WEEKLY HOURS:
	


Is the temp required for next week?   Y           N
Supervisor Signature:                                                         Date: 
Supervisor Print name:                                                       Position:



Please fax a copy to us, give a copy to the client and keep a copy for your records.

Take Note:

As a temporary worker it is your responsibility to ensure that your timesheet is delivered to Sheridan Ward on time. The deadline for all timesheets is Monday 12.00pm. (Except bank holidays)
If you are unable to meet this deadline then you must contact the temporary desk before the deadline to make an alternative arrangement.

Please remember if we do not receive your timesheet then we cannot process your payment.

Uxbridge Branch


1st and 2nd Floors


192 High Street


Uxbridge 


Middlesex


UB8 1LB





Tel: 01895 231155





Watford Branch


54 Clarendon Road


Watford


Hertfordshire


WD17 1DU








Tel: 01923 431610








