Time Sheet and Hourly Work Procedures

Kossoris Search, Inc.

2029 Century Park East, Suite 1400




      
           T: (310) 867-2730

Los Angeles, CA 90067





                                        F: (310) 867-2732


To All Temporary Employees of Kossoris Search, Inc.:

As a temporary employee on our payroll, you are required to turn in a weekly time sheet documenting your hours worked.  This must be signed by both you and your supervisor and submitted to us (preferably via fax to the number above), by the end of the day Monday reflecting all hours worked the previous week, from Monday through Sunday.  In accordance with state and federal labor laws, the number of hours worked must be in accordance with the following:
· The following hours are paid 1.5 times the regular hourly rate:

· Any hours worked beyond 8 in a single work day

· Any hours worked beyond 40 in a single work week (Monday through Sunday)

· The first 8 hours on the 7th consecutive day of  work in a work week (Monday through Sunday)

· The following hours are paid 2 times the regular hourly rate:

· Any hours in excess of 12 in a single work day.

· Any hours in excess of eight on the 7th consecutive day of work in a work week (Monday through Sunday)

· You are authorized and shall be permitted to take a paid rest period of ten minutes per four hours (or major fraction) of work.  The rest period should be taken, insofar as practical, in the middle of each such work period.  Your rest period may not be denied by your supervisor, but is not authorized if the total time you work in a day is less than 3-1/2 hours.

Please be sure to correctly add and record all of your weekly totals at the bottom of your time sheet, including lunchtime hours, regular hours worked, overtime hours worked and total hours worked each week.  Paychecks are mailed out on Thursdays for the previous week’s work.  If your time sheet is not received on time you may receive your paycheck up to a week late.

Please keep a copy of this form for your own reference, as well as sign the bottom and return a copy to us at the address or fax number above.  If you have any questions regarding the above procedures or your weekly time sheet, please contact us at the telephone number above.
Amy Kossoris, President









Kossoris Search, Inc.

I, ________________________________________, a temporary employee with Kossoris Search, Inc., certify that I have read and understand the above labor regulations and time sheet procedures. I agree to abide by all laws and to record my hours appropriately to the best of my ability on the provided weekly time sheet.

_______________________________________________                                    
            ______________
Signature







 
            Date

