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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date:

Dear Team,

CHASING TIMESHEETS

Just a quick note to remind you that it is your responsibility to make sure that completed timesheets are received by us no later than 10 am Monday morning, for the previous week’s work. 

As some of our schools now insist on a copy timesheet with our invoice we cannot process our own payments without a signed copy. 

In fact you have to be paid anyway, timesheet or no timesheet, as long as you did indeed work. But any delay may result in you missing our weekly payroll. So you’d be paid late.

Most of the schools will be happy to fax the timesheet at the end of the day, which will ensure you meet the deadline imposed on us by the electronic banking procedure.

If you ever have any problems in sending your timesheets please call us as soon as possible within the working week so that we can sort it out for you. 

With many thanks and kind regards,

for the agency
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