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Consultant Name:
Client Name:
 

Line Manager:
 

Department Name:

V-hr Contact:
 

Timesheet Number:
Month:

	Date
	Days
	Hours
	Date
	Days
	Hours

	1st 
	
	
	17th 
	
	

	2nd 
	
	
	18th 
	
	

	3rd 
	
	
	19th 
	
	

	4th 
	
	
	20th 
	
	

	5th 
	
	
	21st 
	
	

	6th 
	
	
	22nd 
	
	

	7th 
	
	
	23rd 
	
	

	8th 
	
	
	24th 
	
	

	9th 
	
	
	25th 
	
	

	10th 
	
	
	26th 
	
	

	11th 
	
	
	27th 
	
	

	12th 
	
	
	28th 
	
	

	13th 
	
	
	29th 
	
	

	14th 
	
	
	30th 
	
	

	15th 
	
	
	31st 
	
	

	16th 
	
	
	
	
	

	

	Overall Days Total
	


General Instructions
· The minimum unit of measure is 0.50 day. Please show the appropriate day unit in the DAY column AND complete the hours section. This will enable us to monitor hours worked per day on behalf of the client.

· The timesheet period starts on the 1st day of the month (or the first working day thereafter) and finishes on the last day of the calendar month.

· All timesheets need to be completed, authorised and sent with an appropriate supplier invoice to V-hr via post or fax by the midday of the first Tuesday following month end.

AUTHORISATION:

I Certify that the time shown on this timesheet has been worked, accept that this will form the basis of an invoice which will paid on receipt and accept the Terms and Conditions overleaf.

CLIENT’S SIGNATURE





PRINT NAME:                                                        
POSITION

CONSULTANT’S SIGNATURE

DATE/TIME

DATE/TIME
Virtual Human Resources Ltd.
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