[bookmark: BM_1_]TIMESHEET (REPORTS)



	Case name: 

	

	Reference: 

	

	Password: [not for invoice]

	

	Instructions from:
 
	

	Email: 

	




	Preparatory reading/initial drafting:  
	

	DVD’s etc:	
	
	Telephone con:

	

	Assessment: 	
	
	Travelling exp:	
	

	Travelling time:                  
	
	Travelling mileage:

	

	Parking:	
	
	Pro rata: 

	Yes/No      
	 %

	Subsistence:

	




	Report:  Setting up, summary/substance of instructions etc


	Body of report


	Opinion & Summary of Conclusions


	Glossary, Finalisation, Checking




----------------------------------------------------------------------------------------------------------
Authorisation/agreement

   hrs   @   £

_______________________________________________________________________________


BILLING DETAILS


	MISCELLANEOUS:	
	  hrs,     mins

	READING/PREP/INITIAL DRAFTING:
	  hrs,     mins

	CONSULTATION:
	  hrs,     mins

	REPORT:
	  hrs,     mins



	TOTAL:
	  hrs,     mins
	units* @ £       
	= £ 




	TRAVELLING TIME:
	   hrs,     mins
	units* @ £       
	= £

	TRAVELLING EXPENSES:
	£

	PARKING:	
	£

	SUBSISTENCE ETC:	
	£




	GRAND TOTAL (exc VAT):	
	£

	GRAND TOTAL (inc VAT):	
	£



	



* One unit = 6 minutes 
Unit rate is one tenth hourly rate 

