Asset, Northpointe & Flex Staffing Resources, Inc.
30 Broad Street Suite 1202  (  New York, NY 10004  ( (212) 430-1060
Dear Employees:

Below are detailed instructions on how to enter the hours correctly on our Time Sheets.

Please make sure that all of the information is included on your time sheet or we can not process it.
We will contact you to re-send the time sheet correctly as a courtesy.
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Overtime: Time and one-half will apply if our employee works over 40
hours in any one week starting Monday and ending Sunday. We certify the
hours indicated are correct. and that the work performed was satisfactory.
We have read the Client’s Terms & Conditions on the reverse side of this
form and agree to adhere to them.
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(A) Date: Enter month and date

Ex: 9/12



(B) Time In/Out: Enter hours and mark am or pm.
(C) Lunch: Lunch taken must be written in. If no lunch was taken enter 0.

(D) Daily Total
(E) Week Total



Please make sure all of these details are written clearly.
“Assigned Company”





(F) A manager or supervisor’s signature is 


needed in order to process any time sheet.








(G) Include Cost Center if applicable.








