
 

 

FAX TO:  978-777-3362 
 

 
THE RESOURCE CONNECTION, INC.    161 South Main Street, 
 
 

 WEEK ENDING DATE  / /   
 USE SUNDAY DATE 
 

By signing this form, I certify that the hours shown were worked by me and approved by the authorized 
representative of the client, and that no injuries were suffered. 
 

EMPLOYEE NAME (PRINT)   

 
Middleton, MA  01949 

 

EMPOYEE INSTRUCTIONS 
1. Enter total hours worked each day, rounded to 

the nearest ¼ hour. Do not include lunchtime. 
Overtime Hours only at client’s request. 

2. Approved timecards must be received no later than 
Monday at Noon for previous week’s work.   

 

EMPLOYEE SIGNATURE   
 

 

 

FAX TIMECARD TO 978-777-3362  

 MON TUES WED THUR FRI SAT SUN TOTAL HOURS 

REGULAR 
HOURS 

        

OVERTIME 
HOURS 

        

 
 CLIENT COMPANY NAME 

 If your address, phone no., or  
 direct deposit information  
 has changed, call our  
Payroll Department at 978-777-9333  

  
 

 THE RESOURCE CONNECTION COPY 

 Paychecks will be released on Wed. after Noon 
upon receipt of approved timecard.  Paychecks will 
not be released without approved timecard.  

3. Call TRC and your work supervisor if you are going 
to be late or absent from your assignment.  Not 
calling is a violation of TRC’s policy and may result 
in termination. 

4. Notify TRC when your assignment ends. You will 
be considered a voluntary termination if you do not 
contact TRC for a new assignment when the 
current one ends BEFORE you file for 
unemployment. Failure to do so may impact your 
eligibility for benefits. 

 

CLIENT APPROVAL: By your signature, Client 
certifies that hours shown, including overtime, are 
correct; work was done satisfactorily; and that Client 
agrees to the Terms and Conditions below. 
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UPDATE CONTACT INFORMATION 

Has your address, email, or telephone number changed?  Please provide changes below: 
 

Name:   
 

Home address:   
 

Work Tel #:   Cell Tel #:   Home Tel #:   
 

Work Email:   
 

Personal Email:   

 

CLIENT COMPANY AUTHORIZED SIGNATURE 

PRINT CLIENT COMPANY AUTHORIZED NAME 


