
ATTENTION TEMPTIME EMPLOYEES! 
 
NEED YOUR PAYCHECK?  IT’S EASY...JUST FOLLOW THESE PAYROLL 
GUIDELINES. 
   
PLEASE READ THIS OVER THOROUGHLY.  IF YOU HAVE ANY QUESTIONS, 
WE WOULD BE HAPPY TO HELP.  CALL US (415) 732-7520.     
       
PLEASE REVIEW THE SAMPLE TIMESHEET, Page 2 
 
 
1.  Each day you work, fill out your timecard with the date & hours you worked, including lunch 
out & lunch in.  Calculate the total hours, subtracting your lunch time, and fill in the “Straight 
Time” and “Overtime” for each day.  Please round to the nearest quarter hour, ie.  3 hours and 38 
minutes  =  3:45.  For our San Francisco clients, please also indicate any hours for which you 
were assigned but couldn’t work due to illness.  We will track your accrued sick leave and pay 
you sick leave accordingly. 
 
2.  If you work more than 6 hours in a day you are required by the federal government to take at 
least a ½ hour lunch break.   
 
3.  At the end of your workweek, fill in the total straight time and overtime. Overtime is any 
amount of time exceeding 8 hours work in one workday, also any accumulated time exceeding 40 
hours in a week. 
 
4. Make sure you print your name at the top, the week ending date, and sign it at the bottom. 
 
5.  Please indicate on your timecard if you want us to mail or hold your paycheck for pickup.  If 
you don’t check the timecard at all or check that you want the paycheck held and you haven’t 
come by the office by Friday, your paycheck will automatically be mailed out Friday afternoon at 
closing.  Please be sure to inform us of any changes in your address.  You may be eligible for 
direct deposit after you have been on a long term assignment in excess of three weeks. 
 
6.  Present your timecard to your supervisor for a signature to authorize your total hours. 
 
7.  Make a photocopy of the timecard for your records and fax it to us at 415-438-2199 by 
10:00 Monday Morning.  If you can’t get your timesheet to us please call us: 415-732-7520.  If 
your timecard is not received by 1:00 your paycheck will not be issued until the following pay 
period (the following Wednesday). 
 
8.  Mail or drop off the original timecard before we can release your paycheck to you.  
 
9. Paychecks are available for pickup on Wednesdays from 8 am until 5 pm. 
 
 
 

 
 
 



 
 


