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MEMO

To:
Hiring Supervisors/Managers of Contract Personnel
 
From:  
Human Resources/Employment Coordinator






Subject:       Procedure for Contractor’s Timesheets 


Once the contractor is on board at MTS, The Hiring Supv/Mgr will receive notification from Employment Coordinator that employee ID number has been assigned.  Upon receiving notice, the Hiring Supv/Mgr should then contact Payroll to request a password for the contractor so he/she can begin entering time in OLE.  A time sheet has been designed specifically for Contractors and will populate the screen when they go on line. Time sheets are accessible by clicking on the “Online Timesheet” link in the orange side-bar on the Home Page. 
· Unpaid time

Enter “PTO, Holiday Pay, etc.” in the Project column on the MTS Contractor’s timesheet.  Submit as zero hours worked for MTS.

· Actual hours worked

All hours should be associated with project/non-project numbers.  Overtime (if appropriate) begins after 40 hours worked.  

· Double time

Contractors do not qualify for double time.  

Submitting time sheets to the Contract Service
· Contractors from Entegee, Tech Central, or Nycor

A few of our services have agreed to accept the MTS Contractor's Timesheet versus requiring the Contractor to fill out two time sheets.   If the Contractor is from one of the services listed below The Hiring Supv/Mgr can email or fax a copy to the Contract Service at the end of the week.  To do this the Contractor must download his/her time sheet onto their desktop/designated location and email it to the Hiring Supv/Mgr.  The Hiring Supv/Mgr. then forwards the time sheet to the Contract Service.  This process is verification that both the Contractor and the Hiring Supv/Mgr approve of the hours worked.  Time sheets must be sent to the Contract Service no later than 9am on Monday,  

Entegee             
Email address: 
payroll@entegee.com 
Fax # 763-577-0055  

Tech Central     
Email address:  
jenny.tan@tech-central.com 

Fax # 952-837-8001  
Nycor

Email address: 
conniem@nycor.com  
· Contractors from contract services not listed above

If the contractor is from a service that requires using their Company timesheet, the Contractor must complete both the MTS contractor's timesheet in OLE and the timesheet from the Contract Service.  Both must be approved by the Hiring Supv/Mgr to assure the hours worked match.
Questions regarding this process can be directed to Mary Jo Turbeville/ HR or Kathy Kielb/ Payroll.

The deadline for timesheet entry into OLE is midnight on Saturday

Submit timesheet to the Contract Service no later than 9:00am on Monday
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