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TIMESHEET

Please complete fully and return by fax to: 01223 812046 / 0845 301 1250 or email to: timesheets@mindprofessionals.com
Timesheets must be received by 10.00am Tuesday to be processed the same week 

	Locum Name: «CANDIDATETITLE» «CANDIDATEFIRSTNAME» «CANDIDATESURNAME»
	Client Name:


	Specialty / Grade:
 
	Location: 



	Booking Ref:
«PLACEMENTREFNO»
	Contact:



	Day


	Date
	Start Time
	Finish Time
	Breaks
	Total
	Locum Authorisation:


“I confirm the hours claimed are true and correct.”

Locum Signature:

Client Authorisation:

 “I the client confirm the total hours claimed on this timesheet are verified as true and correct. I am an authorised signatory for my organisation. I have received, read and accepted the terms and conditions of business issued to me by Mind Professionals, by which this locum booking is governed.”

Client Name (please print):

Client Position/Department:

Client Signature:

	Mon


	
	
	
	
	
	

	Tues


	
	
	
	
	
	

	Wed


	
	
	
	
	
	

	Thus


	
	
	
	
	
	

	Fri


	
	
	
	
	
	

	Sat


	
	
	
	
	
	

	Sun


	
	
	
	
	
	

	TOTAL HOURS CLAIMED


	
	


	Expenses Claims:
	Client Authorising Signature:

	Travel:
	

	Accommodation:
	

	Other:
	


Please note we are unable to process payment for any expense claims unless presented on a separate, fully completed and client authorised expense claim form; accompanied by all payment receipts

Timesheets and Weekly Payroll process

Help us to make prompt weekly payment to you by following these guidelines:
Timesheets cover a weekly period between Monday to Sunday. It is your responsibility to ensure that timesheets are completed correctly and authorised by your client contact. Upon completion, they must be faxed or emailed to the details as stated on the timesheet.

The following gives you an overview of the payroll process and is intended to provide you with an understanding of the timescales involved:
1. TUESDAY: Timesheets must reach Mind Professionals by 10.00am every Tuesday morning. Timesheets received after this time will unfortunately have to be processed the following week for payment.

2. WEDNESDAY: Payroll is processed on the Wednesday of each week and a BACS transfer is made into your required account or Umbrella Company.

3. FRIDAY: Cleared funds will be available in your nominated account by the end of Friday each week. However, it is usually the case with most banks that the cleared funds are available first thing on Friday morning.

Please note that if you are working through an Umbrella company, Mind Professionals will ensure that cleared funds are available to your Umbrella organisation as normal i.e. each Friday. However, it should be recognised that some Umbrella organisations may subsequently delay payment into your personal account by 1-3 days. Our advice is that you should check with your Umbrella organisation to determine when you will receive cleared funds into your personal account.
Week Ending Date: 
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