TIME SHEET




Shell Personnel












Permanent & Temporary Recruitment

Invoice Date: ______________









SEND TO:  Shell Personnel




Order No. _________________









   ABN: 16 088 232 722







  Suite 5, 935 Station Street, Box Hill, VIC 3128








   Tel: (03) 9890 2199   Fax: (03) 9890 5016




	Temporary Employees Hours Worked



	
	Date
	Start
	Finish
	Less Meal Breaks
	Total Daily Hours

	Mon.
	
	
	
	
	

	Tues.
	
	
	
	
	

	Wed.
	
	
	
	
	

	Thurs.
	
	
	
	
	

	Fri.
	
	
	
	
	

	Sat.
	
	
	
	
	

	Sun.
	
	
	
	
	

	
	
	
	Total


	
	



	
	CLIENT COMPANY’S SIGNATURE CERTIFIES THAT:

1. HOURS SHOWN ARE CORRECT

2. WORK WAS DONE SATISFACTORILY

3. ACCEPTANCE OF OUR TERMS & CONDITIONS.

Clients Signature: ________________________________________________

Assignment continuing:      YES     NO

Please Refer to Instructions and Conditions Below




INSTRUCTIONS AND CONDITIONS

	TO OUR TEMPS
	
	TO OUR CLIENTS

	
	
	

	1. Employees agree that under no circumstances will they seek or accept a direct offer of further employment from any Client without first discussing with Shell Personnel.

2. On completion of the assignment (or at the end of each week) please complete the hours WORKED for each day (excluding lunch breaks) and the total hours WORKED for the week, and have this signed by the person to whom you reported on the assignment.  Then forward the timesheet to Shell Personnel by fax on (03) 9890 5016 or mail, ensuring that the Client is given a copy for their records.

3. To ensure prompt payment, please ensure there is no delay in despatching your time sheet to Shell personnel by early Monday of each week.

4. Rates will vary according to classification.

5. If for any reason you cannot report to an assignment or if you are going to be late or you require time off, you should always advise Shell Personnel immediately.


	
	1. Please sign at the end of each week or assignment.

2. You will be invoiced weekly, and as wages will have been paid, we require immediate payment.  Please ensure your accounts department give the account immediate attention.

3. All salaries, income tax deductions, annual holiday pay, and WorkCover are covered by Shell Personnel.

4. Our terms are seven days from date of invoice.

5. A permanent placement fee is payable should any temporary person introduced by Shell Personnel be employed by your Organisation on either a temporary or permanent basis within 12 months of this timesheet.

6. We are committed to servicing your needs, please call if we can help in any way.


I have worked the stated hours and no injuries were sustained.  Wages will be paid directly into my nominated bank account.





Temp’s


Signature_________________________________








Company ________________________________








Department 				





Department ______________________________








Please pay on this invoice. No statement issued. 


Terms: 7 days from invoice/statement date.


Victorian Pay-roll tax – Authorised Employment Agency Number: 52294216














Date Commenced             /           /





Temp’s Name_____________________________








