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[ COMPLIANCE NOTES 1

lllegibility or failure to complete this form and any of the relevant boxes correctly may result in late or no payment.

This form must be authorised by the Client representative

Timesheets must be forwarded during the term of the Agreement Indicating hours/Additional work completed,
including all absences.

Additional Pay Rates, Extended Rates and Travel Rates should be completed if applicable, in accordance with
the terms and conditions of your Agreement.

For Contractors paid on a calendar month basis, Timesheets must be started on the 1% working day of every
month and completed with an end date of the last working day of every month. For example, if the timesheet
begins on Tuesday, 1% February that's when the timesheet should start. If it ends on Wednesday, 28 February
that's when it should finish. Your new timesheet would therefore start on Thursday, 1% March.

Timesheets must be completed and signed by the Clients representative at the end of each Timesheet period.

To ensure regular payments, Timesheets must be submitted to COMMSRESOURCES no later than close of business
(UK Time) on the Tuesday following the last Timesheet date.

For Registered Company and Self-Employed Contractors, a correctly completed Invoice must accompany all
timesheets for each agreed payment period e.g. Monthly.

If VAT, GST, or Sales / Service Tax is being claimed the relevant Tax number must be quoted on each invoice.

Faxed invoices and timesheets will be accepted from Contractors but must be followed up with posted originals
where practicable.

Except where otherwise stated, payment of any invoice will be included in an Electronic Payment Run on the 5th
working day after the date the invoice was received by CoMMSRESOURCES. Payment will normally be in the
beneficiary’s account two working days after the date the payment is made. The Processing date will be the date
received not the date of the invoice.




