


Dear 

Contract Number: 

On behalf of Nationwide, I would like to welcome you as a temporary member of our team. 

Please note that the following information will be of use to you when contracting through us. You will also need to supply us with information in-line with your contract status (i.e. Limited Company information, reference details and compliancy documentation).

It is always better to contact us as soon as you foresee any problems rather than leaving it until the last minute, as this can result in a delayed payment to you

Please also refer to the home page of our website (www.NationwidePeople.com) for information regarding systems availability, office opening times, revised payment schedules and other issues arising.

In the meantime, we wish you every success with your contract. We also hope that we can make your assignment as stress-free as possible and hope to have an ongoing happy relationship with you.

Yours Sincerely,

The Accounts Department

Nationwide People
Key Facts – If you read nothing else, please read this…

Please note it is your responsibility to have your timesheet authorised.

Please note we can only accept timesheets/invoices showing multiples of hours or days worked or 0.25 of these units – for example, 7.5 hours, 0.75 days.

Please note it is your responsibility to provide our accounts department with an authorised timesheet and corresponding invoice in time to meet our payment run deadline.

Please note if you work through an umbrella accountancy firm the date we pay their invoice may not be the date you are paid – please check with the firm you use.

Please note whether you are working as a weekly or monthly paid contractor, we always pay cleared funds to bank on a Thursday, according to the schedule found in this administration pack. The only caveat to this is if the payment schedule is altered to accommodate public holidays or some extraordinary circumstance.        ↓

What we need from you – paperwork and compliance!


Compliance

You should have already had an email from your Nationwide Account Manager or our Compliance department explaining what documents you need to send through. For the avoidance of doubt please make sure you have sent (original) copies of the following:

· Either your Tier 1, 2 or 5 visa, current passport or drivers license 

· A utility bill/bank statement that shows your current address. We cannot accept mobile phone utility bills.

· Professional references - please email the details of two referees (two previous employers within the last two years will suffice).

Our address is 23 Old Brewery Lane, Henley-on-Thames, Oxfordshire, RG9 2DE

Paperwork (so you can be paid!)

Before you start we need the following information:

 SHAPE  \* MERGEFORMAT 



PLEASE NOTE
that if you work through an umbrella accountancy firm, the date they pay you may be different to the date we pay them. Please check with your umbrella firm.

Timesheet log-in details


Please submit your timesheet using our own online system. To access please go to www.NationwidePeople.com/erecruitment_timesheet_login.asp and follow the step by step guide!

User name: FirstnameLastname – (with no space between Firstname and Lastname)
 &

Password:  Your Unique ID

If there are any problems, please do contact your Nationwide Account Manager.
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We can only accept timesheets showing whole hours or days worked or multiples of 0.25 of an hour or day – i.e. 7.5 hours, 1.25 days

PLEASE NOTE
that it is your responsibility to have your timesheet authorised by your line-manager.

How the timesheet process works
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Example

Weekly payment schedule assuming you are starting work on Monday 9th December

	December

	M
	T
	W
	T
	F
	S
	S

	
	
	
	
	
	
	1

	 2
	3
	4
	5
	6
	7
	8

	9
	10
	11
	12
	13
	14
	15

	16
	17
	18
	19
	20
	21
	22

	23
	24
	25
	26
	27
	28
	29

	30
	31
	
	
	
	
	


The week before you start, we should have your compliance documentation and Limited/Umbrella Company details. Failing to do so could result in late payment.

	December

	M
	T
	W
	T
	F
	S
	S

	
	
	
	
	
	
	1

	2
	3
	4
	5
	6
	7
	8

	9
	10
	11
	12
	13
	14
	15

	16
	17
	18
	19
	20
	21
	22

	23
	24
	25
	26
	27
	28
	29

	30
	31
	
	
	
	
	


After completing your 1st week, you need to complete your timesheet. To be paid on time, timesheets need to be submitted for 11am the following Tuesday.  

	December

	M
	T
	W
	T
	F
	S
	S

	
	
	
	
	
	
	1

	2
	3
	4
	5
	6
	7
	8

	9
	10
	11
	12
	13
	14
	15

	16
	17
	18
	19
	20
	21
	22

	23
	24
	25
	26
	27
	28
	29

	30
	31
	
	
	
	
	


Cleared funds should show in your Limited/Umbrella Company on the 3rd Thursday of your contract.

Weekly paid contractors will receive their first payment 11 working days after starting their contract (assuming a Monday start date), and every Thursday thereafter. Monthly paid contractors will be paid at the end of every month (depending on start date to the nearest Thursday)

Company Name Ltd

(COMPANY ADDRESS)
Company Name Ltd

Address1

Town/City

Post Code

Telephone Number

To:



   
INVOICE
Nationwide People Ltd

23 Old Brewery Lane


Henley-on-Thames






DATE: 28/06/12

OXON

RG9 2DE








INVOICE NO: 001

DESCRIPTION:


 
Days
Rate
Amount

VAT   
   Gross £
Computing Services for Contractor

[Your name here] at [Client name here]

For week ending Sunday 07/06/12

5
200
1000.00

175.00
   1,175.00

For week ending Sunday 14/06/12

5
200
1000.00

175.00      1,175.00

For week ending Sunday 21/06/12

5
200
1000.00

175.00
   1,175.00

For week ending Sunday 28/06/12

4.5
200
  900.00

157.50
   1,057.50

[NB. For weekly paid, submitting invoices weekly, please just show one of the line entries above – it may be that you show number of hours worked, rather than days]











_______







Sub-Total


3,900.00







VAT @ 20%







(IF APPLICABLE)
  
  780.00







TOTAL



4,680.00 

ADDRESS OF REGISTERED OFFICE:



NAMES OF DIRECTORS:

Building, Road, City/Town, County, Post Code


Fred Bloggs









John Smith

Company Registration No. 00099022
VAT Registration No. 352 1698 23 (If Applicable)

Please remit to:-

Bank
Sort Code
Account Number
Account Name

HSBC
20-10-45
01239876

Company Name Ltd

Any Queries on this invoice please call [your name here] on [ your mobile no. here] 

Or email [your email address here]

Please email your invoices to invoices@nationwidepeople.com 

BACS PAYMENT FORM

Please fill in and return the following form to help us pay you more efficiently.

Name:


____________________________________

Address:

____________________________________




____________________________________




____________________________________

Post Code:

____________________________________
Your Company Name:
____________________________________

(If Applicable)

Bank/Building

____________________________________ 

Society: *
Branch:


____________________________________

Sort Code:

___ ___ /  ___ ___  /  ___ ___

Bank Account Name:
____________________________________

Account Number:
____________________________________

Signature

____________________________________

REFERENCE REQUEST FORM

Nationwide is currently moving towards ISO9002 accreditation. In addition, we also carry a high level of Professional Indemnity insurance. In order to satisfy both of these requirements we must request two professional references from you. Given this, we would be grateful if you could complete and return this form as soon as possible. Thank you for your assistance.

FIRST REFERENCE 

Name:


___________________________________


Position:

___________________________________


Email Address:

___________________________________


Contact Number:
___________________________________

Company Name:
___________________________________

Company Address:
___________________________________




___________________________________


Post Code:

___________________________________

SECOND REFERENCE

Name:

 
___________________________________

Position:

___________________________________

Email Address:

___________________________________

Contact Number:
 ___________________________________

Company Name:
___________________________________

Company Address:
___________________________________




___________________________________

Post Code:

___________________________________

Contractors Name:
___________________________________


Contractors Signature: 
___________________________________


Date: 


___________________________________

Nationwide People Recruitment – Contract Introduction





Info we need before you start





Your Certificate of incorporation, which entails your Limited Company Registration Number & Address.





Business Banking or Building Society Details





Company Registration and Professional Indemnity Insurance Certificate





VAT Registration Certificate – if applicable








Timesheet Log-in and Information





Log in as Contractor and enter your log-in details. (Remember there is no space between first name and surname








Logging in to � HYPERLINK "http://www.NationwidePeople.com/erecruitment_timesheet_login.asp" �www.NationwidePeople.com/erecruitment_timesheet_login.asp� will bring you to this page








Timesheet Log-in and Information





You are now logged in! Now click on ‘Add Timesheet/ Expenses Claim’








Scroll to your contract, click on week ending and fill in the week ending date








Scroll to your contract, click on week ending and fill in the week ending date








Timesheet Log-in and Information





You have now added part of your timesheet. Now you need to go to edit/view to add in your time.








You will now Need to complete the timesheet for EACH DAY. To do this, click on add entry.





Select each day you have worked from the drop-down list and then adding your daily entry. If you are paid a daily rate, you enter ONE DAY. If you are paid an hourly rate your enter the NUMBER OR HOURS WORKED.





Timesheet Log-in and Information





Once you have added in all the information, click add and repeat the process for the remaining days your have worked in that week.





After completing your 1st week, you need to complete your timesheet. To be paid on time, timesheets need to be submitted for 11am the following Tuesday.  





Your timesheet has now been submitted to the hiring manager for approval.





System Work Flow 





Payment Process and Payment Information





Invoice Example





Bacs Payment Information (Limited or Umbrella Account)





References Form – two previous employees








