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Memo
To:
All CareerStaff Rx Employees

From:
Caleb Burke, Area Manager



Date:
June 3 2013
Re:
Timesheets
CareerStaff Rx has experienced a significant increase in the number of incomplete timesheets that are being submitted. This has resulted in employees experiencing difficulty in being compensated appropriately and in the billing of the clients. As a result, we want to take this opportunity to re-communicate the expectations and guidelines for the appropriate processing of timesheets as well as expenses. 
All timesheets must be submitted for processing no later than 9:00 a.m. each Monday. Timesheets received after that deadline will be processed the following week. CareerStaff Rx is not responsible for ensuring that timesheets are submitted before this deadline. 
1. The faxing of timesheets is acceptable.  The information on the timesheet needs to be accurate and legible and completely filled out (i.e. date, time in, time out, total time etc.). A separate timesheet must be completed for each facility worked at, including separate timesheets for multiple locations within the same company.
2. Timesheets that are submitted without the signature of the employee and/or the client representative will be returned to the employee for completion. If you experience difficulty in obtaining the necessary signature of the client representative, you must contact the CareerStaff office within 24 hours of completing the worked shift.
3. Some facilities may require company specific timesheets. If this is the case, you will be notified when the shift is scheduled, and payroll cannot be processed without both the CareerStaff Rx and company specific timesheet.
4. Any additional expenses (parking, ferries, tolls, bus passes, etc) must be pre-approved by your staffing manager prior to the shift. The original receipts must be provided for reimbursement.
We thank you in advance for your attention to these guidelines. 
My signature is an acknowledgment that I have reviewed and understand the processing of timesheets; I further understand that there may be a delay in processing my timesheet if these guidelines are not adhered to. 

Name (Print): 
________________________________________________
Signature:    
________________________________________________
Date:            
________________________________________________
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