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Job Order Number:
	


	CLIENT:
	CONTACT TELEPHONE NO:

	DEPARTMENT:
	REPORTING TO:

	TEMPORARY NAME:
	TEMP POSITION:

	
	


	BEFORE COMPLETING TIMESHEET, PLEASE READ THIS IMPORTANT INFORMATION

Wages cannot be paid until a timesheet has been FULLY COMPLETED and signed by both yourself and the Client.

Please ensure your timesheet is received at Hallis by NOON MONDAY.  This will ensure prompt payment of your wages.  Please write your start and finishing times in a 24-hour clock format – ie: start 09:00 and finish 17:00.



	Please enter your hours on the time sheet as follows eg:

	8 hours 15 minutes as 8.25
	8 hours 30 minutes as 8.50
	8 hours 45 minutes as 8.75


	DAY
	DATE
	TIME

STARTED
	TIME

FINISHED
	LESS LUNCH

PERIOD
	TOTAL HOURS

(to nearest 0.25 )
	OFFICE

USE ONLY

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	N

	
	TOTAL HOURS FOR WEEK
	
	T1/2

	OVERTIME:  Please note that overtime is calculated as per our Terms of Business.   Please refer to these terms for details regarding overtime penalties.
	D
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Meal allowance:
	D1/2


CLIENT AUTHORISATION:-
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Please sign to verify that the “Total Daily Hours” have
Client’s Signature: 

been checked to ascertain the correct calculation.  This

will authorise payment to the temporary employee.
Name: 


Position: 

EMPLOYEE CERTIFICATION:-
(Authorised Company Employee)
I have worked the above hours

and no injuries were sustained.
Employee’s Signature: _____________________________
(
(
(
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