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THE RIGHT PEOPLE FOR THE JOB




Weekly Timesheet

HQ Personnel

1 Victoria Avenue

Harrogate

HG1 1EQ 

Telephone: 01423 520220

Please fax to 01423 500596 before 2pm on Friday (Please call 01423 520220 to confirm receipt)

Candidate Name:                                       Position:  

Company Name:                                       Week Ending:  

	
	Hours Worked
	Total Hours

	
	Start
	Finish
	Break taken
	Total

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday 
	
	
	
	

	Sunday
	
	
	
	

	TOTAL
	
	
	
	


Candidate Authorisation:

Signed:                                                                   Print Name: 

Client Authorisation:

I confirm that the assignment has been satisfactorily completed for this period and authorise this Timesheet for payment.  I am in receipt of Terms & Conditions of Business for H.Q. Personnel.  I have taken a copy of this signed timesheet for our Company’s records.

Signed …………………………………………..Title ……………………………………………..

Contact Name …………………………….…….Date ……………………………………………..

Timesheets must be completed, signed by the client and returned to HQ Personnel Harrogate Office by 2pm on the 
Friday of the week worked to ensure payment on the following Friday (except on Bank Holidays) 


HQ Personnel is a trading name of Regarding Recruitment Limited. Registered in England No: 06987739

