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Retningslinier for udfyldelse og ekspedition af timesedler

Til kunden

Venligst kontrollér vikarens oplysninger inden timesedlen underskrives
 Er datoer og tider korrekte?

» Er der taget stilling til eventuel forskudttid og overtid?

* Er km kort i vagt korrekt?

» Er pausetid korrekt?

» Erdu enig i timesedlens oplysninger skriv da under

Til vikaren

» Skriv med kuglepen og BLOKBOGSTAVER

» Seet kryds i afdeling og fagomrade for jobbet (gverst pa siden)

» Skriv kundens korrekte navn (oplyses af Assistance’s personalekonsulent)

» Skriv det korrekte kundenummer (oplyses af Assistance’s personalekonsulent)
 Skriv dit eget, fulde navn

» Skriv dit vikarnummer

» Skriv det korrekte ugenummer

« Skriv korrekte datoer, tider, pauser og aftalte kilometer, kert i vagt og evt. udlaeg
* Underskriv timesedlen

» Sgarg for at kunden underskriver timesedlen

Fordeling af timesedlens blade

Til Assistance: Hyvid original
Til kunden: Rad kopi
Til vikaren: Hvid kopi

HUSK - Timesedlen skal veere din afdeling i haende
senest mandag morgen.
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Timesheet

Guidelines for completion and processing of time sheets

For the customer:

Please make sure that the information given by the temp worker is correct before
signing the time sheet

e Are dates and hours correct?

Is the temp to receive payment for “Staggered working hours/Overtime”?

Is “agreed mileage allowances” filled in?

When you agree with the information filled in — then sign

For the temp worker:

Please use a pen and write in block letters

Fill in the box “Department and field of work (top on page)

Fill in the customer’s name correctly (given to you by Assistance)

Fill in the correct customer number (given to you by Assistance)

Fill in your own full name

Fill in your temp number

Fill in the correct week number

Fill in the correct dates, times, hours and agreed mileage allowances, if any
Sign the timesheet

Make sure that the customer signs the timesheet

Distribution of the individual pages of the timesheet:

For Assistance: White original (front page)
For the customer: Red copy
For the temp worker: White copy

REMEMBER - to forward the timesheet on Fridays to ensure timely
arrival at Assistance the following Monday morning. We will not be able
to pay out your salary, if we haven’t received the time sheet.
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