KPS GOVERNMENT CONTRACTING

A DIVISION OF CHARLES FOSTER COMPANY OF SOUTH CAROLINA, INC
Payroll Policies and Procedures
You have two pay options:

1. Direct Deposit

2. Printed check mailed to your address on file.
DIRECT DEPOSIT:

1. You must complete, sign and date the bank form before the authorization can be processed.

2. Attach a voided check to the form and return to our office (with the

Employment package)

3. FAX your signed and approved timesheet to 843-576-0710 at the end of each week – no later than Monday noon.  
4.  Payments will post into your account Thursday and funds are available on

Friday.

5. Pay periods are every two weeks and timesheets are weekly (Saturday – Friday).

COMPUTER PRINTED CHECK: (IF YOU SO NOT WANT DIRECT DEPOSIT)

1. Same process as above.

2. Checks will be mailed on Thursdays afternoon my regular postal service.
If you are mailing your timesheet:

MAIL TIMESHEETS TO:

KPS Government Contracting – Attention:  Susan Herman
3436 Rivers Avenue
NORTH CHARLESTON, SC 29405
PLEASE NOTE: Once you sign up for direct deposit, if your timesheet is turned in late, it will be included in the following pay period.
___________________________



_______________

Employee Signature 





Date

A copy of this form will be provided

