5
"GETTING PAID ON TIME"
IT'S EASY IF DONE RIGHT

EFFECTIVE IMMEDIATELY: Paychecks will not be Processed unless timecards
are received and filled out properly.

TIMECARDS MUST: 1. Be dated each day worked.

2. Show hours worked each day.

3. Show name and address of property.

4. Show empioyee's name and signature.

5. Fillin Social Security Number.

6. A representative of the client must sign

timecard, 5
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Fax Numbers: Dallas Parkway 272-404-0483 Bedford B17-268-1709

““Timecards must be received in oyr office by noon each Monday, in order to
receive a check on the following Friday,

HERENI!

“*Absolutely no checks will leave the STERLING office until after 12 noon on
Fridays. Please don't embarrass us by asking. !

Please fallow these instructions carefully and help us help you get paidii



