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The University of Leeds 

Temporary Staff Booking Form

[image: image2.jpg]" Leeds
University
Union






Booked by:


�
Job Title:�
Department:�
�
Tel:�
Fax:


�
E-Mail:�
�
Title of Staff Required:


�
�
Start Date:


�
Duration of Booking:�
�
Please outline their duties and skills or attach a job description/person specification:














�
�
�
Mon�
Tues�
Wed�
Thurs�
Fri�
Sat�
Sun�
�
Shift


�
�
�
�
�
�
�
�
�
No of Workers�
�
�
�
�
�
�
�
�
Shift


�
�
�
�
�
�
�
�
�
No of Workers�
�
�
�
�
�
�
�
�
Where do the workers report to:





�
Dress Code:


�
�
Other special instructions:





�
�
Pay Rate: �
Charge Rate:�
Purchase Order Number:


�
�
Who is authorised to sign the timesheets: 


�
�



Please forward the complete form by fax to 0113 380 1446 or email � HYPERLINK "mailto:g.l.hardwick@leeds.ac.uk" ��g.l.hardwick@leeds.ac.uk�. We will call you to confirm receipt.























