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BORDEREAU DE TEMPS-TIMESHEET
ECRIRE LISIBLEMENT-PRINT CLEARLY|

Nom du candidat(e)/
Candidats Name
Entreprise/
Company:
Section/
Branch:
N° de tél. au travail:

Work tel number:
Semaine finissant dimanche/

Week ending Sunday

DAY IN ouT TOTAL Subtract HOURS

JOUR ENTREE SORTIE HOURS LUNCH WORKED
TOTAL Soustraire | HEURES
HEURES REPAS RENDUES

MON.
LUN.
TUE.
MAR.
WED.
MER.
THU.
JEU.
FRI.
VEN.
SAT.
SAM.
SUN.
DIM.

REG. HOURS OVERTIME TOT. HOURS

Overtime paid at time and a half with
Supervisor’s initials. Heures supplémentaires
sont a temps et demi avec les initiales du

Superviseur.

Time worked approved for payment and invoicing Le client accepte
la facturation et le paiement des heures de travail indiquées.

Tel#

Signature du client/Authorized Client Signature

Nom en lettres moulées de signature autorisée/Print authorized name

IMPORTANT
Have supervisor sign form every Friday and send copy by
Fax Monday before 12:00 P.M.
Veuillez faire signer ce formulaire par votre superviseur
chaque vendredi et envoyer par télécopieur le lundi avant
midi.
Tel :(819)778-7020 Fax:(819)778-6534
Email : service@personneloutaouais.com

In order to better serve youl

TO THE WORKER

1. Please complete all required information on time sheet.

2. All Timesheets must be authorized by a Supervisor in
order be receive pay cheque.

3. Any false declaration on timesheet may result in dismissal
and or contract termination.

4. Please verify your calculations; lunchtime is not paid in
accordance with applicable Labor Laws.

5. You have the responsibility and obligation to call your
Supervisor and your Account Manager when absent from
work.

6. Holidays and statutory holidays shall be paid in
accordance with applicable labor laws.

7. Direct deposit is available to you on weekly basis; contact
us for more information.

8. All timesheets must be received by our Payroll Department
by Monday noon following your workweek. For your
convenience, timesheets can be faxed in and originals must
be mailed to our office. Fax: (819) 778-6534.

9. On last day of work on any specific assignment, all
Security passes and client property must be returned to the
client or dropped off at our office. Negligence or refusal to
do so could be considered as a criminal offence.

Thank you for your patronage, we are proud to
have you amongst our team of professionals!

TO THE CLIENT

1. Authorized signature of timesheet will constitute
acceptance of hours worked as approval for invoicing and
payment of such services

2. In accordance with PWGSC Rules and Regulations and as
specified in protocols of RMSO for temporary help;
Federal Government Departments and Agencies are not
permitted to initiate casual, term or permanent staffing
arrangements with a pre-qualified Supplier’s temporary
help service employee(s). This includes amending a call-
up to accommodate any of the above. Such action could
create a liability for the Federal Government Department
or Agency. Within industry, a Supplier is in a position to
invoice for this type of arrangement.

3. Overtime is applicable in accordance with Labor Laws and
standing offer policies and procedures.

4. A minimum charge of 4 hours per day is applicable.

Thank you for your business. It’s a pleasure
serving you!

Questions, suggestions ou commentaires: Contactez-nous
Questions, suggestions or comment: Contact us

Tel: (819) 778-7020 or 920-7823.

Email: emploi@personneloutaouais.com
Courriel: emploi@personneloutaouais.com







