
Completing a weekly timesheet 
 

Use tab for the easiest way to move between the fields.  

Only the fields highlighted in yellow can be updated. 

 

 
       Enter your forename and surname here (one letter per cell). 

      Please enter your name in CAPITAL LETTERS. 

 

       Enter the name of the client your assignment is with. 

 

       Enter your Ltd company name here. 

 

 If you are on an hourly rate, enter the start and finish time here          

using the 24 hour clock 

• Enter minutes in 15 minute intervals (00, 15, 30, 45) or select 

from the drop down menu. 

• Lunch breaks should be entered in 15 minute intervals. 

 

       If you have worked any authorised overtime, please enter the 

total overtime hours here. Your standard hours will automatically 

recalculate. 

 

       Use this section if you have any Per Diem expenses to claim as 

per your contract. 

 

 Use this section to record your time worked if you are on a daily 

rate. Overtime is recorded in hours and minutes. 

 

 Enter your registration number here. This should begin with a                                        

letter followed by 6 or 7 numbers. 

 

       Enter the week-ending date of the timesheet (Sunday). 

 

       Timesheet to be signed by authorised signatory here. 

 

 Ensure your manager clearly prints his or her name and position                   

in the box on signing the timesheet. 
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Completing a monthly timesheet 
 

Use tab for the easiest way to move between the fields.  

Only the fields highlighted in yellow can be updated. 

 
       Enter your registration number here. This should begin with a                                        

letter followed by 6 or 7 numbers. 

 

       Enter your forename and surname here (one letter per cell). 

       Please enter you name in CAPITAL LETTERS. 

 

 Enter the 1st Monday week-commencing date of the month. 

Your timesheet will automatically populate the week-

commencing dates for the remainder of the month and will also 

update the month and year in the top right of the timesheet. 

e.g.  01/09/08 = Sept 2008 

  29/10/08 = Oct 2008 or 06/10/08 = Oct 2008 

  03/11/08 = Nov 2008 

  01/12/08 = Dec 2008 

 

 If you are on an hourly rate please enter your hours worked in 

the standard hours column. 

If you are on a daily rate please enter your days worked in the  

 

       If you have worked any authorised overtime, please enter your 

overtime hours in the Overtime Hours Rate 1- 3 columns. Your 

overtime rate description can be entered in the comments field 

e.g. On Call, Bank holiday etc. 

 

       If you are a Dutch payroll employee please record all holiday 

and sickness hours so that your salary can be calculated 

accordingly. 

 

 Timesheet to be signed by authorised signatory here. 

 

Ensure your manager clearly prints his or her name and position                   

in the box on signing the timesheet. 
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