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Procedures for COMPANY Contractors

Welcome to Trilogy Resources!

Please read these instructions carefully. They contain important information regarding your payroll and working with Trilogy Resources.

This folder contains the following information on procedures and forms to be used whilst you are working as a contractor for Trilogy Resources:

· Contractor Details (PTY LTD)
· Contractor Payroll Authority

1. First Week

During your first week please call your Account Manager (9324 1462 or accounts@trilogy.com.au) and advise them of your new work telephone contact number and email address.

All “Contractor” forms (listed above) will also need to be completed and returned to the Payroll Administrator at least one week prior to your commencement, but no later than the day of your commencement.  
Failure to return all forms will result in our inability to process your timesheets.
2. Timesheets & Invoices – Each Week
Your timesheet must be completed on a daily basis. At the end of each week, this timesheet must be checked and signed off by the client. 

Please ensure that daily and weekly timesheet totals are recorded in decimals and try to start and finish on quarter-hour boundaries (unless otherwise instructed by the client). This will help prevent complicated figures, resulting in inaccurate calculations.  

To be able to pay for your services, please ensure that invoices are submitted for each payroll period (we will accept either weekly or fortnightly invoices, but please be aware that we pay on a fortnightly basis). 
Please note that as per the ATO’s requirements, Tax invoices must include certain elements to be considered ATO compliant. Please visit this website for more information: http://tinyurl.com/taxinvoice 
Your signed timesheet and invoice should be faxed to us on 9324 2061 or emailed to accounts@trilogy.com.au, and must reach us no later than 9.00 a.m. the following Wednesday.  Timesheets received after this date will be held over and processed the following week, resulting in late payment. 

3. Payroll

Pays are banked fortnightly (on a Wednesday) directly into your Bank account and funds are immediately available.  Trilogy’s current payroll cycle is fortnightly, one week in arrears.  Please refer to the Payroll Dates document for further information.

4. Leave

If you are planning to take leave, please notify the client and make sure they agree to it. If you are taking an entire week in leave, please complete a timesheet indicating the Total Hours as “0” and submit by fax or email, as usual. This way we are able to account for any missing timesheets, thus ensuring that your pay is processed correctly and no interruptions occur.
Should you have any queries at any time, please do not hesitate to contact your Account Manager.  

We take this opportunity to again welcome you to Trilogy Resources.

SAM DE LONGIS

Director
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