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Payroll Procedures For Temporary Employees

KEY PERSONNEL, INC. uses a timecard system to process employee payroll.  As of March 2006, all Key Personnel employees must sign up for direct deposit in order to receive pay.  Paystubs are mailed on Wednesday of each week.
Please follow the below steps to ensure your time is processed correctly and your pay is available as expected each week.

1) Enter all appropriate information on the timecard.  

2) If using the Digital TimeCard, see Submitting a Digital TimeCard for detailed instructions on completing and submitting a timecard electronically.

3) If using a paper timecard, sign the timecard and ask an authorized client representative to sign also.

4) The paper timecard is in triplicate.  Keep one copy for your records; give one copy to the client; return the original (white sheet) to KEY PERSONNEL, INC.  Timecards can be faxed to 804-327-6870.
5) If on assignment at Philip Morris, USA, NO supervisor signature is needed.  Timecards should be faxed to 327-6870 by 5pm each Friday. 
KEY PERSONNEL, INC. offers direct deposit as a method of payment.  Please complete the enclosed Direct Deposit Form and fax to KEY PERSONNEL, INC. at your first convenience but no later than the Monday after completing your first day worked.  
Please remember that while on your temporary assignment you are employed by KEY PERSONNEL, INC.  All payroll questions should be directed to the staff at KEY PERSONNEL, INC. and not the client.  Likewise, please ask the client to direct all questions regarding hourly rate, conversion process, and other payroll matters to KEY PERSONNEL, INC.

Should you have any concerns while on your assignment, do not hesitate to contact our office by phone at (804) 367-6869 or email us directly at recruiter@keypersonnel.net.
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