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Your Career, Our Commitment.





 (Licence No. C657001I)
243-B Victoria Street

Bugis Village

Singapore 188031
Tel: (65) 6338 8900 Fax: (65) 6338 8902


TIMESHEET

Name of Temporary Staff 
: ____________________   
Company Name

: ____________________

NRIC No.

: ____________________

Contact Person / Dept
: ____________________

For the Month / Year 
: ____________________   
Contact Number / Email
: ____________________

Bank / Account No.
: ____________________

Contact Number (Tel/HP)
: ____________________




Absence without approval from Adroit Career Services will result in the termination of this temporary assignment and Adroit Career Services will reserve the right to deduct the salary in lieu of the termination notice.

I hereby certify that the hours shown were worked by me during the week/s and were properly certified by an authorised representative of the named client at the bottom hereof.

Temporary Staff Signature _________________________



	Day
	Date
	Start
	Finish
	Less Lunch / Dinner
	Total Normal Hours
	Total Overtime Hours

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	


	Day
	Date
	Start
	Finish
	Less Lunch / Dinner
	Total Normal Hours
	Total Overtime Hours

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	


This certifies that the total hours above have been satisfactorily worked and that payment will be made according to our terms of business agreed upon.

Client’s Signature &                                                          

Company’s Stamp    ___________________________      Name / Designation  ___________________________    
	
	Bill
	Pay
	Normal
	1.5 x 
	2 x
	Trpt.
	Meals
	Bonus
	Misc
	
	

	Rate
	
	
	
	
	
	
	
	
	
	
	

	Hours
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	


Invoice No. ______________________   Date _________________   Con ____________   Others _________________
Cut-off date for contract staff: 1st of every month

Cut-off date for temporary staff: 10th and 25th of every month

If the 1st, 10th or 25th of the month falls on a Saturday, Sunday or a public holiday, the cut-off date will be extended to the next working day. Please allow a period of up to 7 working days for Adroit Career Services to process your salary.
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