[image: image1.emf] WEEKLY TIME REPORT   Phone 404/250-0790
THE LAWSTAFF GROUP/STAFF FINANCIAL GROUP       FAX    404-574-6857
750 Hammond Drive, Bldg 6, Suite 100

CLIENT NAME: ________________________ EMPLOYEE NAME: _________________________
DEPARTMENT/PERSON WORKED FOR:​​​​​​​___________________________________

POSITION: _________________________ ARE YOU RETURNING TO THIS ASSIGNMENT? □ YES □ NO**
Week ending:_____/_______/200____   
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	Round to nearest ¼ hr. For example 6 hrs 5 min =6 hrs;  6 hrs 10 min = 6 ¼ hrs


	
	Total Regular
	Total O/T

	Total

	


EMPLOYEE SIGNATURE: X_____________________________

CLIENT  SIGNATURE X__________________________

BILLING TERMS AND CONDITIONS

1. It is understood that the supervisor signing this time sheet is an authorized representative of the Client Company. Client Companies are billed weekly for the services of The LawStaff

Group’s/Staff Financial Group’s contract employees. Time in excess of 40 hours per week will be billed at one and one-half times (1.5) the normal billing rate.

2. The employee noted above is an employee of The LawStaff Group and shall not be deemed to be the employee of the Client Company. The LawStaff Group warrants that its employee

is adequately covered by worker’s compensation insurance and that it assumes total responsibility to pay all applicable Federal, State, and local employment and withholding taxes,

social security, Medicare, federal and state unemployment insurance and the like.

3. The LawStaff Group guarantees the satisfaction of the Client Company with our employee’s services by extending a four (4) hour guarantee period. If, for any reason, the Client

Company is dissatisfied with employee assigned to it, The LawStaff Group will not bill for the first four (4) hours worked, provided that The LawStaff Group replaces the individual

assigned. Unless The LawStaff Group is notified within the first four (4) hours of the beginning of the assignment, we will assume that our employee is satisfactory and that all of

these conditions are agreed to.

4. Unless The LawStaff Group is notified of an unsatisfactory employee within the first four (4) hours of the beginning of an assignment, the employee is guaranteed a minimum of four

(4) hours of continuous employment upon reporting for a job assignment.

5. Our employee will present this Time Sheet to the Client Company’s authorized representative for verification and signature at the end of each week. This signature indicates the Client

Company’s agreement with all of these Billing Terms and Conditions. Our compensation to our Employee is on a bi-weekly basis, and the Client Company will be billed for the total hours

worked. Because The LawStaff Group invoices reflect payroll we have already paid, the Client Company agrees with our Terms which are NET DUE UPON RECEIPT. Unpaid balances

over 30 days are subject to a service charge of 1 ½% per month (18% per year).

6. The LawStaff Group and its employees understand that they are not authorized to incur any expense on behalf of the Client Company without that company’s prior written consent.

7. After evaluating the performance and potential of our employee on the job, the Client Company may wish to employ such employee directly. In this event, a conversion fee will be

due to The LawStaff Group from the Client Company. The conversion fee will be charged in accordance with our standard rates at the time of the conversion. The Client Company is

obligated to notify The LawStaff Group of the future date when the conversion will be effective. TERMS for conversion fees are NET 10 DAYS. Unpaid balances over 30 days are

subject to a service charge of 1 ½% per month (18% per year).

8. In the event that the Client Company fails to pay The LawStaff Group’s charges when due (whether for temporary services or conversion fees), then The LawStaff Group will seek the

total amount due plus interest, court costs, reasonable attorneys’ fees, and any and all other remedies allowed under Georgia law.

9. It is understood that the Client Company will not authorize a LawStaff Group employee to operate machines or automotive equipment other than office machines. It is further understood

that The LawStaff Group will not grant permission for its employees to operate such equipment. The insurance provided by The LawStaff Group does not cover physical loss,

damage, or liability caused by the operation of the client’s machines or automotive equipment. It is agreed that the client accepts full responsibility for bodily injury, property damage,

fire, theft, collision, or public liability damages claims, any of which may be caused as a result of an accident while The LawStaff Group’s employee is operating machinery or driving

the Client Company’s vehicle, whether owned or rented.

10.The Client Company will not entrust a LawStaff Group employee with the handling of cash, negotiables, or other valuables without the written consent of The LawStaff Group, and then

only when the employee’s specific deities necessitate such an activity. It is understood that under no circumstances will The LawStaff Group be responsible for claims made under The

LawStaff Group’s fidelity bond, unless such claims are reported in writing to The LawStaff Group by the Client Company within ninety (90) days after termination of the temporary

assignment.

11.The Client Company agrees that it (including related subsidiaries, partnerships, corporations, affiliates, or clients) or its employees will not, without The LawStaff Group’s written

permission, hire or refer our employee on either a direct hire, contact, or temporary basis for a period of twelve 12) months after the last day of the assignment.
**IF THIS IS YOUR LAST TIMESHEET, CALL ANY LAWSTAFF OR STAFF FINANCIAL RECRUITER TO REQUEST ANOTHER ASSIGNMENT.  YOU SHOULD CALL OR EMAIL WEEKLY FOR UPDATES ON ASSIGNMENTS. Unemployment insurance benefits could be denied for not properly requesting another assignment.
