REAL ESTATE PERSONNEL, Inc.

1762 Emerson Street
Denver, CO 80218

Phone:  303-832-2380      Fax:  303-832-2330

CLIENT / TEMPORARY EMPLOYEE POLICY
Time Slips:  REP pay period is Monday through Sunday, weekly.  Temporary employees are required to turn in a signed time slip for the previous week by Tuesday.  Time slips must be signed by an authorized supervisor in order for us to process paychecks and invoices in a timely fashion. 

Overtime:  Overtime must be pre-approved by the client at all times (this includes the temporary employee working through their lunch).  Please notify REP immediately if you are in need of overtime assistance.    

Authorized Supervisors:  Please notify us immediately if authorized supervisors have changed.  

Auto Usage:  REP employees are not authorized to use their personal automobile or client’s automobile at any time for any reason in the completion of their assigned duties.
Access to Occupied Units:  Please inform us if our temporary employee is required to work in occupied units and/or if they will have access to occupied units. 
Keys:  REP must be notified immediately if you will be assigning our temporary employee keys.  This includes coordinating key access and return details with your REP Consultant.
Communication:  Your feedback is important to us.  Please let us know how our temporary employee has performed!  Your comments help us provide you with excellent service.
4 Hour Guarantee:  If our temporary is not working to your satisfaction, contact us within 4 hours of their start time and there will be no charge.
4 Hour Minimum:  There is a 4 hour minimum charge for any temporary service provided.  

24 Hour Cancellation Notification: Please notify REP of any cancellation 24 hours before the scheduled start of any temporary need in order for REP to cancel the scheduled temporary.  A 4 hour billing may apply with no cancelation notification.

Billing:
  Please notify REP if the billing address is other than the location of the assignment. Invoices for temporary placements are due upon receipt. Invoices over 30 days may be subject to a late fee of 1.5% per month.

Permanent Fees:  Temporary employees referred by REP are considered placed by our company if they are hired within one year of referral by our client company or any subsidiary or associate companies.  Placement fees are discounted 2% for each day worked for that organization. 

Tools & Safety:  Please inform us if tools and/or safety equipment are needed to perform the required duties.
Thank you, we sincerely appreciate your business, 

Real Estate Personnel, Inc.

I _____________________________________, have read and acknowledge the above policies.  


(Print Name) 

_____________________________________
___________________________________  _____________
             (Signature)




(Company Name)


(Date)
Please sign, fax to 303-362-5801 and keep a copy for your files.
