Recorded time is used to pay resources appropriately.

Time Reporting and Payroll Process:

Accurately recording time worked is the responsibility of every consultant. Time worked typically constitutes time actually spent on the job performing assigned duties. 

· Time is reported weekly by Monday, 12:00pm local time, for the previous week. Weekending day may be Friday, Saturday, or Sunday depending on the client’s policy, and may vary by client.

· Time may be faxed to eclaro international at 212-258-2115 or Toll Free 888-676-2647, or may be e-mailed to eclaroit.com.
· Use the eclaro international time reporting form or the client time reporting form or if you enter time in the client’s time reporting system- fax or email a screen print of the approved time.

· It is each employee’s responsibility to sign his or her time record to certify the accuracy of all time recorded.

· Client manager must verify your time by signature or electronically note his/her approval.

· If corrections or modifications are made to the time record, both the employee and the supervisor must verify the accuracy of the changes by initiating the time record.

· Eclaro International has an agreement with Paychex for payroll processing.

· Payroll is bi-weekly and your pay will be sent or direct deposited the Friday following the end of the pay period.

· If you have any administrative issues, including time reporting and payroll, please contact our payroll department, to the attention of Patti Lennon at 212-258-2626 (Toll Free 877-774-3600) ext 307, or e-mail her at Patti@eclaroit.com. 

· Also, it would be greatly appreciated if you could let Patti know your preferred e-mail address.

 

Payroll Corrections and Deductions

eclaro international, Inc. takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday.

In an unlikely event that there is an error in the amount of pay, the employee should promptly bring the discrepancy to Eclaro International so that corrections can be made as quickly as possible. In the event of an overpayment to the employee, timely repayment is expected.

The law requires that eclaro international make certain deductions from every employee’s compensation. Among these are federal, state, and, where applicable, local income taxes. Eclaro international must also deduct Social Security taxes on each employee’s earnings up to a specified limit that is called the Social Security "wage base." Eclaro international matches the amount of Social Security taxes paid by each employee.

If you have questions concerning why deductions were made from your paycheck or how they were calculated, call Eclaro International.

Direct Deposit of Paychecks

You may elect direct payroll deposit in your bank. This assumes that your bank is a member of the Automated ClearingHouse Association of Banks (ACH). The application for participation in direct deposit is available through eclaro international by completing the Paychex Direct Deposit Form and attaching a copy of a voided check or a statement from your bank with the ACH number and Account number. Also, Credit Union deposits are transmitted through this same convenience.

Change of Address and Change in Deductions

It is important to notify eclaro international of changes in Address and contact information. Please use the attached Personal Information form to record changes and it is important to sign and date prior to sending or faxing.

eclaro international will send out W2 form each year reporting income earned and taxes deducted. If you have moved and have not notified us, we will send it to the original address we have on file. For this purpose it is important to notify us of an address change even if you have left our employ. (insert Employee Personal Information Form)

If you would like to change the number of deductions for tax purposes, please complete, sign and return the W4 form. 

