
                     Payroll Procedures 
 
 
TIMECARDS 
 
Timecards must be turned in on a weekly basis.  Timecards cover one workweek, 
beginning at 12:01 am Monday and ending at midnight on the following Sunday.  
 
Total hours worked must be written in decimal format and rounded up or down 
to the nearest quarter hour (i.e., 15 minutes=.25, 30 minutes=.50, 45 
minutes=.75).  Days that you do not report to work should be appropriately 
noted on your timecard. 
 
Individuals are responsible for accurately completing their timecards.  
Falsifying a timecard can lead to disciplinary action up to and including 
immediate termination from an assignment.  Individuals are not permitted to 
complete another person’s timecard.  
 
All timecards must be completed and approved by your supervisor before being 
processed and must arrive in our office by 12 noon each Monday to endure your 
paycheck is processed and available on Thursday of that week.  Manual 
timecards can be sent by facsimile to 212-430-6301, emailed to 
info@towerls.com or hand-delivered to our office. 
 
If our office is closed on a Monday, timecards will be due on Tuesday by 12 
noon.  Individuals will be notified as to any changes regarding when timecards 
are due if our office is closed because of a holiday or for another reason. 

EXPENSE REIMBURSEMENT 

 
If you are eligible for reimbursement of transportation, meals or lodging, a 
signed expense report, along with receipts, must be submitted to Tower Legal by 
12 noon on Monday.  Expense reports can be sent by facsimile to 212-430-6301, 
emailed to info@towerls.com or hand-delivered to our office.  Expenses will not 
be reimbursed unless they are for a valid business purpose and consistent with 
the client’s reimbursement policies.   
 
PAY PROCEDURES 
 
Paychecks are available weekly on Thursday for work performed Monday 
through Sunday of the previous week.  During holiday weeks, paychecks may be 
available on Wednesday.  Individuals will be notified as to any changes 
regarding when paychecks will be available if our office is closed because of a 
holiday or for another reason. 
 
Paychecks can be direct deposited, mailed or picked up at Tower Legal offices on 
Thursday of each week.  Please indicate on your timecard whether you want your 
paycheck mailed or held at our office.  Paychecks not being held for pick up and 
direct deposit vouchers will be mailed to your home address by the end of 
business on Wednesday.    

DIRECT DEPOSIT 

 
If you would like your paycheck directly deposited into your checking and/or 
savings account, you must complete a direct deposit authorization form and 
provide a voided check or deposit slip to Tower Legal’s Human Resources 
Department.   Please allow up to two (2) weeks for verification before direct 
deposit begins.   
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If you have your paycheck directly deposited, your pay will be deposited into 
your account on Thursdays and should be available the same day, depending 
upon your bank.  You will receive a direct deposit voucher in lieu of a paycheck. 

LOST OR STOLEN PAYCHECKS 

 
If your paycheck is lost or stolen, you should immediately notify Tower Legal’s 
Human Resources Department.  Tower Legal will attempt to put a stop payment 
notice on your paycheck.  If we are able to do so, you will be issued another 
paycheck.  However, if your paycheck has already been cashed, in the absence of 
some fault or negligence by Tower Legal, Tower Legal is not responsible for any 
monetary loss you may incur. 
 
PAYCHECK ERRORS 
 
Please review your paycheck for errors.  If you find any mistake, whether for 
too much or too little compensation, you should immediately report it to Tower 
Legal’s Human Resources Department so that the mistake can be corrected as 
soon as possible. 

 
 


