Q&A Holiday Timesheet Instructions

When filling out your timesheets for holiday weeks, please follow these procedures so we can ensure you are paid properly and promptly:

· Do not pencil in hours for holiday pay.  If you are eligible for Q&A Holiday Pay it will automatically be added to your check.  

· If the CLIENT chooses to pay you for hours that you are not working (i.e. days the office is closed), please have them initial next to those additional hours as well as signing the timesheet.  

· Due to the short week and vacation schedule, please speak with your manager to see who will be on site to sign your timesheet.  We WILL NOT be able to process timesheets without an authorized signature from the client.

· We will be under a strict timeframe with the short holiday week so please note that any timesheets not in our office by 8:00 am WILL NOT BE PROCESSED!!!  If you have a problem with this deadline, please speak with our office ASAP.

· If you plan to pick up your paycheck from our office, please note that you will need to make arrangements to do that no later than 12:00 p.m. on Wednesday in order for our staff to leave early to enjoy the holiday with their families.

Happy Holidays!
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