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MEMORANDUM

To : All New Private Limited Company Contractors

From : Payroll Manager

Subject : Payroll Procedures

Congratulations on the start of your assignment with Interquest Group Ltd trading as:   ECRM People, we hope that your assignment with us will be a success.

We would like to draw your attention to the following ECRM People payroll procedures.

Please complete your timesheet on a monthly basis and get it signed off accordingly, a copy of the monthly timesheet is available for you to complete and print from our website at the following direct link www.ecrmpeople.co.uk.  If however your client require you to use their own in-house weekly timesheet you should of course follow their process.
The website also contains the following useful documents
· New Starter Memorandum  
· Top Ten Check List
· Timesheet template

· Pay schedule/timetable to keep and or follow to ensure timely payments
· Ltd Company Invoice Template
· Expense claim form
· Backdated VAT claim form

If you are sending your timesheet to us by fax, the number is 0871-911-6013, alternatively you can send via email to payroll@ecrmpeople.com
If you are hourly paid please ensure that when completing your timesheet, all hours entered are in 15 minute intervals.  Timesheets received that contain hours worked that are not to the nearest 15 minutes, will be rounded up or down accordingly.

Please also ensure that all the details are legible, and that your line Manager initials any corrections that are made to your timesheet.

Your Limited company Invoice MUST be submitted with the timesheet to ensure payment.  If you are working through an umbrella company it is advisable to submit a copy of your timesheet to them, so they can forward it to us with the invoice they generate on your behalf.

It is essential that we have the correct bank details sent to us (using the enclosed bank details form) as soon as possible. Any timesheets received with no relevant Ltd company bank details will not be paid until they are received.

Please note that payments will not be processed unless ALL the following information about your Limited Company has been forwarded to our office:

a) Certificate of Incorporation

b) Proof of Directorship (form 288A, if applicable)

c) VAT Registration Certificate (if applicable)

d) Company bank details

Please also note that we can only pay into Limited Companies, that are based within the

UK.

You should note that timesheets received that are either incomplete, have no accompanying invoice or are without an authorised signature cannot form any basis of payment to your Ltd Company.  If any of the above procedures are not followed correctly, delays in payment may occur. Should you have any queries regarding the above please contact the Payroll Department on 0207-025 0122.

Best regards
Ruth Walker

Interquest Payroll Manager

