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Pay Day Reminder
Dear Valued Employee:

Procurement Services Associates completes payroll on a bi-weekly basis. You should fax your timesheet to us at 925-227-1669 by 12:00 noon the Monday following the end of the pay period. Your timesheet must be signed by your manager before your paycheck can be released. Therefore, if you cannot get your manager’s approval before this deadline, fax your time sheet to us, and follow-up with the signed copy. Your check will be issued the following Wednesday and mailed to your home address or otherwise agreed upon mailing address. If your timesheet is received later than 12:00 on Monday, processing of your check may be delayed. If you have any questions please feel free to call us at 925-460-0397.
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