

Timecard Instructions

· [bookmark: _GoBack]Return to Westaff by 3:00 p.m. Monday of the following workweek in order to guarantee it is processed that week.
· Sundays are the last day of the pay period.
·  Please round all times to the nearest 15 minutes.
·  Westaff only needs the white copy
    Yellow copy: Supervisor
    Pink copy: Employee
· Pay check methods:
Comdata card- Will be funded on Thursdays
Paper check- Will be mailed on Fridays

[image: ]
image1.jpeg
Weekly Timecard
White = Branch, Green = Corporate, Yellow = Client, Pink = Employee
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CUSTOMER AND EMPLOYEE EACH CERTIFY THAT THE ABOVE HOURS ARE CORRECT AND AGREE TO THE TERMS AND CONDITIONS ON THE REVERSE SIDE.

This Section to Be
Completed by Contractor
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Employee Signature (REQUIRED)

UThorized Client Signature (REQUIRED)





