Ladies/Gents
Invoice/timesheet I have provided examples of these please complete with the required info and upload via website every Sunday if not before, Incomplete & inaccurate invoices/timesheets will cause a delay in payment.

For invoices do the following to ensure the invoice will be uploaded successfully… 
· The date is typed in as e.g. 24 June 2012 or 24/6/12. Do not leave it blank and make sure the cell type for the date is set to text rather than general or custom otherwise it will not upload.

· The correct project code is typed in. Do not leave it blank 

· Do not delete the miles amount (£0.00 beside mileage). Leave it as £0.00 if there are no mileage charges to add into your invoice.

· [bookmark: _GoBack]Type in information rather than pasting anything in to prevent any problems occurring.

When uploading timesheets & invoices please save & upload in Microsoft Office Excel 2007-2010 as Worksheet (.xlsx), otherwise it will not upload. 
 Standard Payment terms: 14 days on receipt of valid invoice unless otherwise agreed.

Regards
Amrik Graya






