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CONSULTANT POLICIES
Please read this document carefully, then sign and return one copy to Quality Contax.

ATTENDANCE

Please report to and leave from work at the times specified by the client company. Absenteeism and tardiness can be considered misconduct. In the event you will be late or absent, please notify the client company at least one (1) hour before your scheduled arrival time. Absences due to medically verifiable illnesses, jury duty, and military leave are acceptable in moderation with valid documentation.

CONFIDENTIAL INFORMATION/PRIVACY

Employees must exercise care in reference to all confidential information of the client company. Information may not be taken, copied or communicated to other parties. Office equipment and work areas are for business use and are subject to the rules and regulations of the client company.

DISCIPLINARY ISSUES

Failure to act appropriately is considered misconduct. You should follow the client company’s “house rules” while on assignment. Use of offensive language, illegal drug or alcohol use, absenteeism, tardiness, harassment and/or violence are considered disciplinary issues and may result in termination.

DRUG POLICY

The use, sale, or possession of illegal drugs or alcohol on the premises of the client company is strictly prohibited. Random drug tests and/or reasonable searches for drugs may be conducted by the client company. Refusal to submit to a drug test or search may be cause for termination.

PAYMENT ON INVOICES
• For all weekly, hourly consultants: All Invoices are processed weekly and sent out to the client along with your signed timesheet the next business day.  Direct deposits will be made once we have received and processed funds from our client.  Checks/Check stubs will be mailed to your home as soon as we have received and processed funds from our client. You should fax in your time sheet and invoice before 12:00 noon on Monday for hours worked in the previous week to guarantee timely invoicing and check processing. You may call the office of Quality Contax to confirm receipt of your time sheet.  You may use your time sheet as your invoice if you do not have one.
· Quality Contax is not responsible for lost, stolen, or mailed checks not delivered by the U.S. Postal Service. A $12.50 replacement fee may be deducted from any replacement check. Quality Contax requires a one-week waiting period from the date the check was mailed before reissuing a paycheck.

FORM W-9
If you need an extra W-9 Form, you may contact our office or go to:
http://www.irs.gov/formspubs/lists/0,,id=97817,00.html.  If you move during the year, please notify us with your change of address.  If you need to update your W-9 record with new information, please call our office or fax/send a new form with the updates.

PHONE 713-988-4991
FAX 713-988-4926
5300 N. Braeswood #334
Houston, Texas  77096-3317

www.qualitycontax.com
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Your Signature



