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TIMECARD AND PAYROLL POLICIES
At C4 Services, our number one concern is customer service. We make every effort to provide our contractors with the fastest results and personal help they desire. We understand the importance timely, efficient, and accurate compensation. 
We pay our contractors weekly. 

To facilitate timely and accurate compensation on weekly basis contractors must observe the following stipulations:
1. C4 is unable to process your payroll until the required forms are confirmed received by C4 and the pre-employment drug screen is complete. You will not be paid if your Hire Pack is incomplete and / or the Drug Screen is not done. 

2. Approved timecards are required at the end of each work week. C4 will not remit payment without approved timecards. It is the contractor’s responsibility to ensure that their approved timecard is transmitted to the C4 offices. Approved timecards have the following:
a. Job number

b. Total hours 

c. Location (Site location, City, State) 
d. Per Diem (if applicable) 

e. Mileage (if applicable)

f. Client name 
g. Signature of onsite lead
3. Failure to submit your time records by 10:00 a.m. each Monday may result in a delay of payment of wages

4. Payroll is actively processed on Tuesday. Pay day is FRIDAY. 

5. Payment is remitted in the method of your choosing. You may choose one of the following methods:
a. Direct Deposit to your previously established bank account. Simply complete the Direct Deposit form included in the Hire Pack and send with the remainder of the hiring documents.  Total Pay Cards are available upon request until the Direct Deposit is active. 

b. Total Pay Card deposit. A TotalPay account is a bank account that ADP establishes for the contractor. A TotalPay (TP) card is a Visa branded debit card connected to that account. Each C4 employee is issued a TP card. The contractor is not required to utilize the card, but can elect to utilize the TP account for normal payroll. 
c. IPAY registration to view check stubs and vouchers.  No live checks and/or vouchers will be issued beginning April 1, 2014.  Please contact the individuals listed below for IPAY registration and set up information.
6. C4 will attempt to accommodate requests for early paychecks or advancements whenever it is possible. Approved timecards or written confirmation of hours by the Client are required in order to process any “out of cycle” payment. A 10% “out of cycle” payroll fee will be assessed with these transactions.  All “out of cycle payments will be made via Total Pay Card. 

You will be able to fax or email your timecards to: 

Email: time@c4techservices.com
Fax: 888-333-1236

Please contact the following representatives with any questions:

Customer Service Representative, David Bebeau – dbebeau@c4techservices.com
Phone: 651-287-7541 Ext. 105
Payroll, Deanna Steuernagel – dsteuernagel@c4techservices.com
Phone: 651-287-7547 Ext. 118
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