GURNEE: (847) 625-5677
HOFFMAN ESTATES: (847) 885-9710
CHICAGO: (312) 229-1839



INSTRUCTIONS

Separate Time Reports must be filled out for each
assignment. Record your time to the nearest quarter
hour.

Ask your supervisor or manager to sign your completed
time report at the end of the week or on the last day of
your assignment.

. Write the week date ending SUNDAY and your Social

Security Number on your time report.

Mail the self-addressed hard copy to Bridge Personnel
Services, Inc. Be sure your time report is in the mail by
Friday evening. Leave the Client Copy with your
supervisor and retain the employee copy for your
records.

. Call your Bridge office when you finish an assignment.

Report any change in your address or phone number.

. Before working more than 40 hours in one week, you

must first get approval from Bridge.

GURNEE: (847) 625-5677
HOFFMAN ESTATES: (847) 885-9710
CHICAGO: (312) 229-1839

Thank You -



From

Mail to:

FIRST CLASS MAIL

Bridge Personnel Services
Greenspoint Office Center
2800 W. Higgins Road, Suite #680
Hoffman Estates, IL 60195

PUT 1ST CLASS

LETTER STAMP

HERE OR POST
OFFICE WILL
NOT DELIVER




