
DAY MON TUES WED THURS FRI SAT SUN

MO/DAY

TIME IN

TIME OUT

LESS LUNCH

TOTAL HOURS

HOURS MINUTES

SOC. SEC. NUMBERREPORT TO

5540 FALMOUTH STREET, SUITE 100
RICHMOND, VA 23230
(OFFICE) 804-716-9450

(FAX) 804-716-9427

EMPLOYEE SIGNATURE CERTIFIES THAT HOURS SHOWN WERE 
WORKED BY EMPLOYEE AND WERE VERIFIED BY AUTHORIZED 

REPRESENTATIVE OF CUSTOMER. EMPLOYEE CERTIFIES THAT NO 
ACCIDENT OR INJURY WAS SUSTAINED WHILE WORKING ON THE 

ASSIGNMENT UNLESS REPORTED, AND THAT IT IS HIS/HER 
RESPONSIBILITY TO NOTIFY OUR OFFICE WHEN THIS ASSIGNMENT IS 

COMPLETE AND TO CONFIRM AVAILABILITY FOR WORK.

ASSIGNMENT 
COMPLETE?

YES NO

AUTHORIZED SIGNATURE

CUSTOMER SIGNATURE INDICATES VERIFICATION OF HOURS WORKED AS SHOWN, AND 
ACCEPTANCE OF TERMS AND CONDITIONS BELOW.

TOTAL HOURS TO 
NEAREST 1/4 HOUR

CUSTOMER NAME

ADDRESS EMPLOYEE NAME (PRINT)

EMPLOYEE SIGNATURE


