
BITE Consulting group Limited
Timesheet System and Payment Schedule 2010
Timesheets:   Please fax a copy of all timesheets at the beginning of each week (for the previous week) to 01276 472244 and this will be converted to email.  Contact us immediately if you do not have timesheets available.
Please fax timesheets, signed by an authorised signatory, on a weekly basis.  If there is a problem then we can ensure payment is processed for the timesheets received rather than no payment being made at all.   If it is not possible to gain authorisation on a weekly basis please contact us.

Payment System:   Payments to Associates are made on a monthly basis based on the Payment Schedule given below. Please note the cut off date is the last Friday in the month (unless the client insists on a different date and it is impractical to have two different pay periods). Payment will only be made on submission of an invoice supported by authorised timesheets. The submission date is normally the following Tuesday and the payment date the Monday after submission date, except when this falls on a Bank Holiday.
Timesheets must be received by close of business on the Submission date for payment on the Payment date. 

	Month & No of Weeks


	Cut Off Date

(Friday)
	Submission Date

(Tuesday)
	B ITE WP/ PAYE Payment Date
	       Limited Company/CXC /Gabem Payment Date

	Dec-09    (4 wks)
	25-Dec-09
	*30-Dec-09
	*06-Jan-10
	15-Jan-10

	Jan-10     (5 wks)
	29-Jan-10
	02-Feb-10
	08-Feb-10
	19-Feb-10

	Feb-10    (4 wks)
	26-Feb-10
	02-Mar-10
	08-Mar-10
	19-Mar-10

	Mar-10   (4 wks)
	26-Mar-10
	30-Mar-10
	*07-Apr-10
	16-Apr-10

	Apr-10   (5 wks)
	30-Apr-10
	 04-May-10
	*11-May-10
	21-May-10

	May-10  (4 wks)
	28-May-10
	*02-Jun-10
	*08-Jun-10
	18-Jun-10

	Jun-10    (4 wks)             
	25-Jun-10
	29-Jun-10
	05-Jul-10
	16-Jul-10

	Jul-10     (5 wks)
	30-Jul-10
	03-Aug-10
	09-Aug-10
	20-Aug-10

	Aug-10  (4 wks)
	27-Aug-10
	*01-Sep-10
	*07-Sep-10
	17-Sep-10

	Sep-10    (4 wks)
	24-Sep-10
	28-Sep-10
	04-Oct-10
	15-Oct-10

	Oct-10    (5 wks)
	29-Oct-10
	02-Nov-10
	08-Nov-10
	19-Nov-10

	Nov-10   (4 wks)
	26-Nov-10
	30-Nov-10
	06-Dec-10
	17-Dec-10

	Dec-10   (5 wks)
	31-Dec-10
	* 05-Jan-11
	*11-Jan-11
	21-Jan-11

	Jan-11    (4 wks)
	28-Jan-11
	01-Feb-11
	07-Feb-11
	18-Feb-11


*Bank Holidays = 1or 2 days later

The Payment date is the BACS payment date. Cleared funds into your account will vary depending on your bank but are typically 2 working days later.
If you are working overtime on the Saturday after the cut off date you may add this to your timesheet for

payment that month.

Please remember that many clients may still require that you complete their timesheet, and not BITE’s, and get it authorised by the appropriate manager.

Consultants Expenses:   BITE has a dispensation from the Inland Revenue for travel and subsistence.  Expenses must be completed on the BITE expenses form (BRC101-04/98) and faxed in with your timesheet.

Limited Company Contractors:    Please send in VAT Invoice with bank details included, whilst PAYE staff and contractors should email a final summary of their hours as a check against the timesheets that were faxed. See example below.  

Example enclosed below

Please find below my hours for January:



Normal Workday


Weekday O/T

Weekend O/T

Week ending 3/1/10

 27


 ----


----

Week ending 10/1/10

 40


 5


----

Week ending 17/1/10

 39


 ----


----
Week ending 24/1/10

 40


10


16.5
Week Ending 3/1/10                          20


Totals



166


15


16.5







October 2009

