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INSTRUCTIONS
Please review the attached Consultant Policies. They contain important information regarding your current temporary work assignment.

In order to process your time sheet and issue a payroll check, we will need the following items from you:

􀂉 Form W-9: Please complete, sign and return

􀂉 Copies of 2 forms of identification (Drivers license or Permanent Resident Card and SS card)
􀂉 State withholding form, completed and signed (if applicable)

􀂉 Coordinated Service Agreements (There are 2 copies: 1 for us and 1 for your records.)
􀂉 Schedule of Terms (There are 2 copies: 1 for us and 1 for your records.)
􀂉 Confidentiality Agreement (if required by Customer)

􀂉 Copy of Articles of Incorporation

􀂉 Liability Insurance Certificate with the following in box provided for “Certificate Holder”:

1. Customer’s full Company Name
2. C/O Quality Contax Inc.

3. 5300 N. Braeswood #334

4. Houston, Texas  77096-3317

􀂉 QCI Time Sheet or a Time Sheet of our Client

PLEASE FAX THESE DOCUMENTS TO US AS SOON AS POSSIBLE AND SEND THE ORIGINALS IN THE SELF ADDRESSED ENVELOPE PROVIDED: 713-988-4926.  PLEASE CALL QUALITY CONTAX TO CONFIRM THAT WE HAVE ALL NECESSARY INFORMATION.

Included in the employment package is a time sheet for your use. Before filling out the time sheet, please make copies to use for future weeks or if you have not already received a copy of the on-line time sheet from your recruiter please notify us, so that you may hold it in your records for future use. The time sheet should be faxed to our office before noon on Monday and it must be signed by an authorized supervisor.  Please fax over your invoice a long with your timesheet or we will use the timesheet as your invoice. Your invoice will be paid based on the hours calculated from your time sheet and mailed to your home as soon as we have received and processed funds from our client. It is important that we have your correct home address.  NOTE: If your address should change at any time during the year, please notify us immediately.

If you have any questions, please feel free to call our office. We appreciate the opportunity to serve as your employer for this temporary work assignment.
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