
Phone: (650) 320-9698
Fax: (650) 320-9688
4157-A El Camino Way
Palo Alto, CA  94306
www.hallmarkpersonnel.com

• White/Yellow-Hallmark
• Pink-Client
• Gold-Employee

1. Please check your hours and totals for accuracy.

2. Time card must be signed by an authorized representative of the client company.

3. Original time card or fax must be received by Monday Noon, at the latest.

Date Day Start Finish
Lunch

1/2 hr per 6 hrs. Regular Overtime

Total Hrs. Worked

Mon

Tues

Wed

Thu

Fri

Sat

Sun

Total hours for the week to the nearest 1/4 hour
Four hour minimum per asignment

CLIENT SIGNATURE PRINT COMPANY

Client signature certifies hours and Conditions of Assignment on reverse side.

Week Ending Date  (Sun) _______/_______/_______

EMPLOYEE SIGNATURE PRINT NAME

IMPORTANT: Employee signature certifies that the hours reported are true and accurate, that no
injuries were suffered, and that the work reported was performed according to the guidelines on the
reverse of this form.

T
ha

nk
 y

ou
 fo

r 
ch

oo
si

ng
 H

al
lm

ar
k 

P
er

so
nn

el
!

O
ur

 e
m

pl
oy

ee
 is

 a
ss

ig
ne

d 
to

 y
ou

 u
nd

er
 th

e 
fo

llo
w

in
g 

C
o

n
d

it
io

n
s 

o
f A

ss
ig

n
m

en
t:

T
he

 p
er

so
n 

as
si

gn
ed

 is
 a

n 
em

pl
oy

ee
 o

f H
al

lm
ar

k 
P

er
so

nn
el

 a
nd

 s
ha

ll 
no

t b
e 

de
em

ed
to

 b
e 

yo
ur

 e
m

pl
oy

ee
. 

H
al

lm
ar

k 
P

er
so

nn
el

 w
ar

ra
nt

s 
th

at
 it

s 
em

pl
oy

ee
 is

 a
de

qu
at

el
y

co
ve

re
d 

an
d 

pr
ov

id
ed

 f
or

 u
nd

er
 t

he
 H

al
lm

ar
k 

P
er

so
nn

el
 W

or
ke

rs
' 

C
om

pe
ns

at
io

n
In

su
ra

nc
e 

an
d 

G
en

er
al

 L
ia

bi
lit

y 
In

su
ra

nc
e 

po
lic

ie
s.

 H
al

lm
ar

k 
P

er
so

nn
el

 a
ls

o 
as

su
m

es
to

ta
l 

re
sp

on
si

bi
lit

y 
to

 p
ay

 a
ll 

ap
pl

ic
ab

le
 F

ed
er

al
, 

S
ta

te
 a

nd
 L

oc
al

 w
ith

ho
ld

in
g 

ta
xe

s
an

d 
un

em
pl

oy
m

en
t t

ax
es

, a
s 

w
el

l a
s 

S
oc

ia
l S

ec
ur

ity
, S

ta
te

 D
is

ab
ili

ty
 in

su
ra

nc
e 

an
d 

al
l

ot
he

r 
pa

yr
ol

l c
ha

rg
es

.

A
t 

th
e 

en
d 

of
 e

ac
h 

w
ee

k,
 o

ur
 e

m
pl

oy
ee

 w
ill

 p
re

se
nt

 a
 t

im
e 

re
co

rd
 t

o 
yo

u 
or

 y
ou

r
re

pr
es

en
ta

tiv
e 

fo
r 

ve
rif

ic
at

io
n 

an
d 

si
gn

at
ur

e.
 Y

ou
r 

si
gn

at
ur

e 
th

er
eo

n 
in

di
ca

te
s 

yo
ur

ag
re

em
en

t 
w

ith
 a

l l 
of

 t
he

 C
o

n
d

it
io

n
s 

o
f 

A
ss

ig
n

m
en

t.
 O

ur
 c

om
pe

ns
at

io
n 

to
 o

ur
as

si
gn

ed
 e

m
pl

oy
ee

 is
 o

n 
a 

w
ee

kl
y 

ba
si

s,
 a

nd
 y

ou
 w

il l
 b

e 
bi

l le
d 

w
ee

kl
y 

fo
r 

th
e 

to
ta

l
ho

ur
s 

w
or

ke
d.

 B
ec

au
se

 H
al

lm
ar

k 
P

er
so

nn
el

 in
vo

ic
es

 r
ef

le
ct

 p
ay

ro
ll 

w
e 

ha
ve

 a
lre

ad
y

pa
id

, o
ur

 in
vo

ic
es

 a
re

 d
ue

 u
po

n 
re

ce
ip

t.

H
al

lm
ar

k 
P

er
so

nn
el

 g
ua

ra
nt

ee
s 

yo
ur

 s
at

is
fa

ct
io

n 
w

ith
 o

ur
 e

m
pl

oy
ee

s'
 s

er
vi

ce
s 

by
ex

te
nd

in
g 

to
 y

ou
 a

 4
 h

ou
r 

gu
ar

an
te

e 
pe

rio
d.

 I
f 

yo
u 

ar
e 

di
ss

at
is

fie
d 

w
ith

 t
he

 e
m

pl
oy

ee
as

si
gn

ed
 to

 y
ou

 fo
r a

ny
 re

as
on

, p
le

as
e 

co
nt

ac
t H

al
lm

ar
k 

du
rin

g 
th

e 
fir

st
 fo

ur
 h

ou
rs

 o
f t

he
as

si
gn

m
en

t. 
H

al
lm

ar
k 

w
ill

 r
em

ov
e 

th
e 

em
pl

oy
ee

 a
nd

 a
tte

m
pt

 to
 p

ro
vi

de
 a

n 
im

m
ed

ia
te

re
pl

ac
em

en
t. 

Yo
u 

w
ill

 n
ot

 b
e 

bi
lle

d 
fo

r t
he

 h
ou

rs
 w

or
ke

d 
by

 th
e 

un
sa

tis
fa

ct
or

y 
em

pl
oy

ee
.

If 
H

al
lm

ar
k 

is
 n

ot
 c

on
ta

ct
ed

 w
ith

in
 t

he
 f

irs
t 

4 
ho

ur
s,

 y
ou

 a
gr

ee
 t

ha
t 

ou
r 

as
si

gn
ed

 e
m

-
pl

oy
ee

 is
 s

at
is

fa
ct

or
y 

an
d 

fu
rt

he
r 

ag
re

e 
to

 th
es

e 
C

o
n

d
it

io
n

s 
o

f 
A

ss
ig

n
m

en
t .

H
al

lm
ar

k 
P

er
so

n
n

el
 P

o
lic

y 
an

d
 R

at
e 

in
fo

rm
at

io
n

 h
as

 b
ee

n
 g

iv
en

 to
 y

o
u

r c
o

m
p

an
y'

s
H

u
m

an
 R

es
o

u
rc

es
 d

ep
ar

tm
en

t 
an

d
/o

r 
m

ai
n

 t
em

p
o

ra
ry

 s
ta

ff
in

g
 c

o
n

ta
ct

. 
T

h
is

 i
n

-
fo

rm
at

io
n

 s
ta

te
s 

th
at

 H
al

lm
ar

k 
te

m
p

o
ra

ry
 e

m
p

lo
ye

es
 m

u
st

 c
o

m
p

le
te

 a
 s

p
ec

if
ie

d
n

u
m

b
er

 o
f 

h
o

u
rs

 o
n

 H
al

lm
ar

k'
s 

p
ay

ro
ll 

b
ef

o
re

 t
h

ey
 m

ay
 b

e 
co

n
ve

rt
ed

 f
ro

m
 t

em
p

to
 h

ir
e 

w
it

h
o

u
t f

ee
. I

f a
 C

lie
n

t c
o

m
p

an
y 

w
is

h
es

 to
 c

o
n

ve
rt

 th
e 

em
p

lo
ye

e 
b

ef
o

re
 th

e
sp

ec
if

ie
d

 n
u

m
b

er
 o

f 
h

o
u

rs
 h

as
 b

ee
n

 c
o

m
p

le
te

d
, a

 f
ee

 w
ill

 b
e 

ch
ar

g
ed

 b
as

ed
 o

n
th

e 
n

u
m

b
er

 o
f 

re
m

ai
n

in
g

 h
o

u
rs

.

S
h

o
u

ld
 a

 c
lie

n
t c

o
m

p
an

y 
w

is
h

 to
 h

ir
e 

a 
p

er
so

n
 w

h
o

 h
as

 p
re

vi
o

u
sl

y 
b

ee
n

 a
ss

ig
n

ed
to

 th
at

 c
o

m
p

an
y 

as
 a

 H
al

lm
ar

k 
te

m
p

o
ra

ry
 e

m
p

lo
ye

e,
 a

 p
er

io
d

 o
f s

ix
 m

o
n

th
s 

m
u

st
el

ap
se

 b
et

w
ee

n
 th

e 
la

st
 d

at
e 

w
o

rk
ed

 a
t t

h
e 

cl
ie

n
t c

o
m

p
an

y 
o

n
 H

al
lm

ar
k'

s 
p

ay
ro

ll
an

d
 th

e 
d

at
e 

o
f h

ir
e.

 If
 le

ss
 th

an
 s

ix
 m

o
n

th
s 

h
av

e 
el

ap
se

d
, t

h
e 

co
m

p
an

y 
is

 s
u

b
je

ct
to

 a
 t

em
p

-t
o

-h
ir

e 
co

n
ve

rs
io

n
 c

h
ar

g
e.

S
up

er
vi

si
on

 o
f a

 H
al

lm
ar

k 
P

er
so

nn
el

 e
m

pl
oy

ee
's

 w
or

k 
on

 y
ou

r 
pr

em
is

es
 (

or
 w

he
re

ve
r

yo
u 

as
si

gn
 th

e 
em

pl
oy

ee
) i

s 
yo

ur
 re

sp
on

si
bi

lit
y.

 H
al

lm
ar

k 
em

pl
oy

ee
s 

m
us

t n
ot

 u
se

 th
ei

r
ow

n 
ve

hi
cl

es
 fo

r p
ur

po
se

s 
of

 ru
nn

in
g 

er
ra

nd
s 

fo
r t

he
 c

lie
nt

, i
nc

lu
di

ng
 e

rr
an

ds
 p

er
fo

rm
ed

w
hi

le
 g

oi
ng

 t
o 

or
 r

et
ur

ni
ng

 f
ro

m
 w

or
k.

 T
he

 in
su

ra
nc

e 
fu

rn
is

he
d 

by
 H

al
lm

ar
k 

do
es

 n
ot

co
ve

r 
ph

ys
ic

al
 lo

ss
, d

am
ag

e 
or

 li
ab

ili
ty

 c
au

se
d 

by
 th

e 
op

er
at

io
n 

of
 th

e 
cl

ie
nt

's
 a

ut
om

o-
tiv

e 
eq

ui
pm

en
t. 

It 
is

 a
gr

ee
d 

th
at

 t
he

 c
lie

nt
 a

cc
ep

ts
 f

ul
l 

re
sp

on
si

bi
lit

y 
fo

r 
bo

di
ly

 i
nj

ur
y,

pr
op

er
ty

 d
am

ag
e,

 f
ire

, 
th

ef
t, 

co
lli

si
on

, 
or

 p
ub

lic
 l

ia
bi

lit
y 

da
m

ag
e 

cl
ai

m
s,

 a
ny

 o
f 

w
hi

ch
m

ay
 b

e 
ca

us
ed

 a
s 

a 
re

su
lt 

of
 a

n 
ac

ci
de

nt
 w

hi
le

 a
 H

al
lm

ar
k 

em
pl

oy
ee

 i
s 

dr
iv

in
g 

th
e

cl
ie

nt
's

 v
eh

ic
le

, w
he

th
er

 o
w

ne
d 

or
 r

en
te

d.

A
 H

al
lm

ar
k 

em
pl

oy
ee

 m
ay

 n
ot

 h
an

dl
e 

ca
sh

, n
eg

ot
ia

bl
es

 o
r 

ot
he

r 
va

lu
ab

le
s 

w
ith

ou
t t

he
w

rit
te

n 
co

ns
en

t 
of

 a
 H

al
lm

ar
k 

of
fic

er
 a

nd
 t

he
n 

on
ly

 u
nd

er
 C

lie
nt

's
 d

ire
ct

 s
up

er
vi

si
on

.
U

nd
er

 n
o 

ci
rc

um
st

an
ce

s 
m

ay
 a

 H
al

lm
ar

k 
em

pl
oy

ee
 tr

an
sp

or
t o

r c
on

ve
y 

m
on

ie
s,

 s
ec

ur
i-

tie
s,

 o
r 

an
y 

ot
he

r 
ne

go
tia

bl
e 

in
st

ru
m

en
ts

 in
cl

ud
in

g 
ba

nk
 d

ep
os

its
.

C
lie

nt
 a

gr
ee

s 
to

 c
om

pl
y 

w
ith

 a
pp

lic
ab

le
 s

ta
te

 a
nd

 f
ed

er
al

 c
iv

il 
rig

ht
s 

la
w

s 
an

d 
ot

he
r

em
pl

oy
m

en
t r

el
at

ed
 la

w
s 

as
 th

ey
 p

er
ta

in
 to

 H
al

lm
ar

k 
em

pl
oy

ee
s.

 T
he

 c
lie

nt
 a

gr
ee

s 
to

ho
ld

 H
al

lm
ar

k 
ha

rm
le

ss
 w

he
re

 H
al

lm
ar

k 
is

 m
ad

e 
a 

pa
rt

y 
to

 a
ny

 c
la

im
 a

ris
in

g 
ou

t o
f t

he
C

lie
nt

's
 a

lle
ge

d 
vi

ol
at

io
n 

of
 a

ny
 s

uc
h 

la
w

s.

C
lie

nt
 a

gr
ee

s 
to

 h
ol

d 
H

al
lm

ar
k 

ha
rm

le
ss

 f
ro

m
 c

la
im

s 
an

d 
de

m
an

ds
 a

ris
in

g 
ou

t 
of

 t
he

O
cc

up
at

io
n 

S
af

et
y 

an
d 

H
ea

lth
 A

ct
 a

s 
it 

re
la

te
s 

to
 p

re
m

is
es

 o
w

ne
d 

or
 c

on
tr

ol
le

d 
by

 th
e

cl
ie

nt
 t

o 
w

hi
ch

 H
al

lm
ar

k 
em

pl
oy

ee
s 

ar
e 

as
si

gn
ed

. 
C

lie
nt

 a
gr

ee
s 

to
 p

ro
vi

de
 a

 s
ui

ta
bl

e
pl

ac
e 

fo
r 

H
al

lm
ar

k 
em

pl
oy

ee
s 

to
 w

or
k 

in
 p

er
fo

rm
an

ce
 o

f 
th

e 
se

rv
ic

es
 r

en
de

re
d 

un
de

r
th

is
 a

gr
ee

m
en

t. 
T

hi
s 

pl
ac

e 
sh

al
l 

co
m

pl
y 

w
ith

 a
ll 

ap
pl

ic
ab

le
 s

ta
tu

te
s 

an
d 

or
di

na
nc

es
re

la
tin

g 
to

 h
ea

lth
 a

nd
 s

af
et

y 
m

ai
nt

ai
ne

d 
by

 c
lie

nt
 f

or
 it

s 
ow

n 
pe

rs
on

ne
l. 

C
lie

nt
 h

er
eb

y
w

ai
ve

s 
an

y 
cl

ai
m

 th
at

 it
 m

ay
 h

av
e 

an
d 

ag
re

es
 to

 in
de

m
ni

fy
 a

nd
 h

ol
d 

H
al

lm
ar

k 
ha

rm
le

ss
fr

om
 a

ny
 c

la
im

s 
m

ad
e 

by
 e

m
pl

oy
ee

s 
of

 H
al

lm
ar

k 
or

 a
ny

 t
hi

rd
 p

er
so

ns
 r

el
at

in
g 

to
 t

he
ex

cl
us

io
n 

fr
om

 c
ov

er
ag

e 
of

 a
ny

 e
m

pl
oy

ee
 o

f H
al

lm
ar

k 
un

de
r 

an
y 

re
tir

em
en

t p
la

n,
 w

el
-

fa
re

 b
en

ef
it 

pl
an

, 
he

al
th

 p
la

n 
an

d 
ac

ci
de

nt
 p

la
n,

 m
ed

ic
al

 in
su

ra
nc

e 
pl

an
 o

r 
ot

he
r 

em
-

pl
oy

ee
 b

en
ef

it 
pl

an
s 

or
 a

rr
an

ge
m

en
ts

 m
ai

nt
ai

ne
d 

by
 th

e 
C

lie
nt

.

T
h

e 
cl

ie
n

t 
si

g
n

at
u

re
 o

n
 t

h
e 

re
ve

rs
e 

si
d

e 
ce

rt
if

ie
s 

th
at

 t
h

e 
h

o
u

rs
 w

o
rk

ed
 a

re
co

rr
ec

t 
an

d
 a

cc
ep

ta
b

le
 f

o
r 

b
ill

in
g

 p
u

rp
o

se
s,

 a
n

d
 t

h
at

 t
h

e 
w

o
rk

 w
as

 p
er

fo
rm

ed
in

 a
 s

at
is

fa
ct

o
ry

 m
an

n
er

. I
f 

th
er

e 
ar

e 
an

y 
q

u
es

ti
o

n
s,

 C
lie

n
t 

m
u

st
 c

al
l H

al
lm

ar
k

im
m

ed
ia

te
ly

 a
n

d
 p

ri
o

r 
to

 s
ig

n
in

g
 t

h
is

 a
g

re
em

en
t.

If 
H

al
lm

ar
k 

is
 r

eq
ui

re
d 

to
 b

eg
in

 o
r 

de
fe

nd
 a

ny
 a

ct
io

n 
to

 e
nf

or
ce

 a
ny

 o
f t

he
 te

rm
s 

of
 th

is
ag

re
em

en
t 

or
 it

s 
pr

ov
is

io
ns

, 
in

cl
ud

in
g 

th
e 

pa
ym

en
ts

 t
o 

H
al

lm
ar

k 
of

 p
ay

m
en

ts
 d

ue
 b

y
C

lie
nt

, 
H

al
lm

ar
k 

sh
al

l b
e 

en
tit

le
d 

to
 r

ei
m

bu
rs

em
en

t 
of

 r
ea

so
na

bl
e 

at
to

rn
ey

s 
fe

es
 a

nd
co

st
s 

in
cu

rr
ed

 in
 s

uc
h 

su
it.

T
he

 te
rm

s 
of

 th
is

 a
gr

ee
m

en
t m

ay
 o

nl
y 

be
 c

ha
ng

ed
 in

 w
rit

in
g 

si
gn

ed
 b

y 
bo

th
 p

ar
tie

s.
 T

he
in

te
rp

re
ta

tio
n 

of
 th

e 
ag

re
em

en
t s

ha
ll 

be
 g

ov
er

ne
d 

by
 th

e 
la

w
s 

of
 th

e 
S

ta
te

 o
f C

al
ifo

rn
ia

.


