How to fill in your Synergy Timesheet
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Unless otherwise instructed this is all you need to fill in for your payment to be processed on time.

Then simply fax this to 0870 242 9490 by 5pm on a Tuesday.
Sign here





Ask your manager to complete this section by signing, dating and printing name.





Enter the name of the Local Authority/Company you are working at





Total your hours and minutes here. Always round to the nearest 15 minutes.





Enter your start and finish times and then any breaks as shown





Put your name here





Enter the name of your line manager (or another manager authorised to sign your t/sheet)





Enter correct week ending date (Sunday)








