GREENE RESOURCES, INC.

‘The Right Fit for Employment Sotutions

PAYROLL PROCEDURES

We are excited to have you as our newest member of the Greene team! We know that one of the most important things to an
employee is receiving a paycheck and we want to ensure that you are paid correctly and on time. In order for us to do this,
there are certain procedures you will need to follow. We have outlined them in this document and would like you to take a
moment to read through them, checking off the items as they are reviewed. Then, sign and return the original to your
Greene Resources representative. Thanks for working with us.

O The work/pay period for Greene Resources is from Monday through Sunday.

[ Timesheets must be filled out properly and faxed to 919-882-9411 no later than noon on Monday.
Proper completion of timesheets includes:

A. Obtain legible signature from client representative

B. Double check total hours worked are correct
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) Payday is every Friday following the Week worked.

By signing this document, I affirm that I understand Greene Resources’ pay cycle and the specific procedures :
I need to follow in order to guarantee receiving a check on time. I also understand that failure to follow these procedures will
result in a delayed pay cycle. Ihave received instructions on how to properly fill out a timesheet.

I'understand that it is my responsibility to deliver a completed timesheet on time.
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