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New Starter & Timesheet Information


Please ensure you read the following information carefully:

Timesheets 
· We do not post hardcopy timesheets. To access Goodman Masson’s timesheet you need to send an email request to requesttimesheet@goodmanmasson.com. 

· Our timesheet deadline is 5 pm on a Monday (where possible, please try to send them in on Friday). ALL timesheets must be FAXED to 0207 324 0567 (PLEASE DO NOT POST ORIGINAL COPIES). You should retain your fax confirmation until you have been paid or you can send an email to sarah.mcilroy@goodmanmasson.com for receipt confirmation.

· If you are working through a Limited Company ALL timesheets MUST be sent with an accompanying invoice.

· Ensure ALL details are completed - if you are on a DAILY RATE you MUST complete your timesheet in DAYS not in hours.  

New Starters
The following information is required: 

PAYE NEW STARTER
· Completed Personal Details Form, including National Insurance number - this holds all personal details and most importantly bank details.

· P45 or P46

· Signed Contract 

· Passport and Visa (if applicable)

· References for last 5 years (or completed referee details form) 
· Proof of Qualifications

· Proof of Address
 
LTD COMPANY NEW STARTER
· Completed Personal Details Form, including National Insurance number - this holds all personal details and most importantly bank details.

· Copy of Certificate of Incorporation

· Copy of VAT Registration Details (if applicable)

· Company Bank Details

· Copy of PI Insurance Certificate

· Signed Contract 

· Passport and Visa (if applicable)

· References for last 5 years (or completed referee details form) 
· Proof of Qualifications

· Proof of Address
Please direct all Contract queries to Kerrie Steed (ksteed@goodmanmasson.com) and all Payroll queries to Sarah McIlroy (smcilroy@goodmanmasson.com).





