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PROJECT TRACKING SHEET

	From:
	(dd/mm/yy)
	
	To:
	(dd/mm/yy)


	Agency Worker’s Name:


	Agency Worker’s  Company:





	Day
	Amount (1, ½ etc.)

	MONDAY
	     

	TUESDAY
	     

	WEDNESDAY
	     

	THURSDAY
	     

	FRIDAY
	     

	SATURDAY
	     

	SUNDAY
	     

	TOTAL STANDARD DAYS
	     

	BONUS DAYS*
	

	TOTAL DAYS WORKED
	     




	Authorised Signature:
	
	Client Company:
	

	

	Print Name:                  
	
	Date:
	




The Studio, Bulrushes Farm Business Park, Coombe Hill Road, East Grinstead, West Sussex RH19 4LZ











To the Agency Worker





Have your Project Tracking Sheets authorised each week.





Your invoicing period is monthly or at the end of the assignment, whichever is the sooner. 





If you only work part of a day please indicate this e.g. 1/2 or 1/4.





Commence a new sheet each Monday.





Email Project Tracking Sheets to � HYPERLINK "mailto:Mick@wortheverypenny.co.uk" ��Mick@wortheverypenny.co.uk�  then original signed copies in the post to the address above along with your invoice.





Provide a copy of the Project Tracking Sheet to the Client’s signatory below.





Payment will only be made on invoices that are correctly presented and accompanied by original Project Tracking sheets that have been authorised by the client or that have been electronically authorised by the client.





Payment will only be made to the limited company, partnership or sole trader named on the invoice.





*Bonus Days – are to reflect any exceptional hours worked and are purely at the discretion of the authorised Client signatory.








To Client 


You agree that the details of time worked by the Agency Worker as shown in the boxes are accurate and that the work carried out is satisfactory and chargeable.








Tel: 08458 72 29 49 Email: Mick@wortheverypenny.co.uk








