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Timesheets are to be completed in a timely manner and include your signature along with a 
supervisor’s signature. Timesheets not having a supervisor’s approval will not be processed. All 
paychecks are either available for pick up or mailed. (Ask your counselor if your check is ready for 
delivery or mailing.)

All paychecks are processed each !ursday o"-site through our payroll department. After the 
paychecks are processed, they are delivered each Friday either on-site or to the post o#ce to be mailed. 
Professional Placement Solutions, Inc. (PPS) is not responsible for the delay of paychecks if your W-4 
form has not been completely and legibly $lled out. Ask your counselor prior to leaving our o#ce if 
your W-4 is satisfactory. Unless you instruct us otherwise, you check will be mailed to the address 
on your W-4. !is address must be your residence or a valid address listed with the postal system for 
you. In this regard only, if your check is lost in the mail and does not reach you for any reason, we will 
not issue a second check until you pay the $30.00 “stop payment” fee. You will have to wait until your 
original check is returned to us or we receive Stop Payment Con$rmation from the bank before a 
replacement check will be issued. 

You have the option to pick up your check in person at the PPS pickup location every Friday after 3:00 
p.m. !is pickup location is monitored 24 hours a day, seven days a week. Drive to !e Bonaventure, 
5200 Keller Springs Road, Dallas TX 75248, one block east of the Dallas North Tollway. Enter through 
the front door of the main lobby, go to the Concierge Reception Desk and ask the person on duty for 
your check. Be prepared to show identi$cation. All paychecks are logged in and placed in a secure 
lockbox at the Concierge Desk at 3:00 p.m. and will remain there until you pick it up. Checks are not 
available before 3:00 p.m. DO NOT CALL the Concierge. 

If you have any questions regarding your check, you must call our o#ce and ask for “paycheck voice 
mail.” Leave your message and our automatic paging service will notify our accounting director, who 
will then transfer the message to your respective counselor. You will receive a return phone call at the 
earliest convenience.

We strive to take care of all your needs and questions. However, in doing so, most sta#ng counselors 
are o"-site marketing for your employment requirements and must be contacted by phone.

Temporary Employees: As a temporary employee, you are responsible for completing your own time 
sheets and having them signed by your employer(s). It is your responsibility to return the time sheets 
to PPS in a timely manner in order for it to be processed through our payroll department expediently.
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If you are unable to report to your job assignment, please call your 
counselor with PPS and your immediate supervisor at your job site as 
soon as possible! Excessive absences or not calling in when unable to 
work will be grounds for termination!
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You must schedule an appointment with your counselor before you 
come to the o#ce for any reason or question. A counselor will not be 
available without an appointment due to our heavy o"-site marketing 
requirements.
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Substance abuse on the job will not be tolerated (i.e., alcohol, inhalants, 
illegal use of prescription medications or illegal drugs of any kind). PPS 
may, upon request, drug test at any given time and the results of the drug 
test may be shared with the prospective client(s).

Verbally abusive behavior to our sta" or any sta" member o"-site will 
not be tolerated and will be grounds for immediate termination! !e 
equivalent value of any PPS or client property not returned at the end of 
an assignment will be deducted from your $nal paycheck. 
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PPS complies with the Texas Unemployment Compensation Act, Section 
207.045-H. !erefore, please contact our o#ce on a daily basis to 
make yourself available for work in the event your present assignment 
has ended.  If you do not contact us and make yourself available for 
assignments, we will report you to any requesting parties with a 
“voluntarily quit” stance, which may jeopardize the basis of the contract. 
For example, your unemployment bene$ts may be denied by your failure 
to contact us for additional / continued / future assignments. 
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Our regulations are designed for your bene$t. You must speak to your 
counselor regarding paycheck questions or employment questions. 
Our receptionists or switchboard operators will not be able to help you 
directly, so you will have to speak with your counselor.



Form W-4 (2013)
Purpose. Complete Form W-4 so that your 
employer can withhold the correct federal income 
tax from your pay. Consider completing a new Form 
W-4 each year and when your personal or financial 
situation changes.
Exemption from withholding. If you are exempt, 
complete  only  lines 1, 2, 3, 4, and 7 and sign the 
form to validate it. Your exemption for 2013 expires 
February 17, 2014. See Pub. 505, Tax Withholding 
and Estimated Tax.
Note. If another person can claim you as a 
dependent on his or her tax return, you cannot claim 
exemption from withholding if your income exceeds 
$1,000 and includes more than $350 of unearned 
income (for example, interest and dividends).
Basic instructions. If you are not exempt, complete 
the Personal Allowances Worksheet below. The 
worksheets on page 2 further adjust your 
withholding allowances based on itemized 
deductions, certain credits, adjustments to income, 
or two-earners/multiple jobs situations. 

Complete all worksheets that apply. However, you 
may claim fewer (or zero) allowances. For regular 
wages, withholding must be based on allowances 
you claimed and may not be a flat amount or 
percentage of wages.
Head of household. Generally, you can claim head 
of household filing status on your tax return only if 
you are unmarried and pay more than 50% of the 
costs of keeping up a home for yourself and your 
dependent(s) or other qualifying individuals. See 
Pub. 501, Exemptions, Standard Deduction, and 
Filing Information, for information.
Tax credits. You can take projected tax credits into 
account in figuring your allowable number of 
withholding allowances. Credits for child or 
dependent care expenses and the child tax credit 
may be claimed using the Personal Allowances 
Worksheet below. See Pub. 505 for information on 
converting your other credits into withholding 
allowances.
Nonwage income. If you have a large amount of 
nonwage income, such as interest or dividends, 
consider making estimated tax payments using Form 
1040-ES, Estimated Tax for Individuals. Otherwise, you 
may owe additional tax. If you have pension or annuity 

income, see Pub. 505 to find out if you should adjust 
your withholding on Form W-4 or W-4P.
Two earners or multiple jobs. If you have a 
working spouse or more than one job, figure the 
total number of allowances you are entitled to claim 
on all jobs using worksheets from only one Form 
W-4. Your withholding usually will be most accurate 
when all allowances are claimed on the Form W-4 
for the highest paying job and zero allowances are 
claimed on the others. See Pub. 505 for details.
Nonresident alien. If you are a nonresident alien, 
see Notice 1392, Supplemental Form W-4 
Instructions for Nonresident Aliens, before 
completing this form.
Check your withholding. After your Form W-4 takes 
effect, use Pub. 505 to see how the amount you are 
having withheld compares to your projected total tax 
for 2013. See Pub. 505, especially if your earnings 
exceed $130,000 (Single) or $180,000 (Married).
Future developments. Information about any future 
developments affecting Form W-4 (such as 
legislation enacted after we release it) will be posted 
at www.irs.gov/w4.

Personal Allowances Worksheet (Keep for your records.)
A Enter “1” for yourself if no one else can claim you as a dependent . . . . . . . . . . . . . . . . . . A

B Enter “1” if: { • You are single and have only one job; or
• You are married, have only one job, and your spouse does not work; or                                   . . .
• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.

} B

C Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more 
than one job. (Entering “-0-” may help you avoid having too little tax withheld.) . . . . . . . . . . . . . . C

D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . . . . . . . . D
E Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above) . . E
F Enter “1” if you have at least $1,900 of child or dependent care expenses for which you plan to claim a credit . . . F

(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.) 
G Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.

• If your total income will be less than $65,000 ($95,000 if married), enter “2” for each eligible child; then less “1” if you                      
have three to six eligible children or less “2” if you have seven or more eligible children. 

• If your total income will be between $65,000 and $84,000 ($95,000 and $119,000 if married), enter “1” for each eligible child . . . G
H Add lines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return.)  H

For accuracy, 
complete all 
worksheets 
that apply. { • If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions 

    and Adjustments Worksheet on page 2.  
• If you are single and have more than one job or are married and you and your spouse both work and the combined 
earnings from all jobs exceed $40,000 ($10,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 to 
avoid having too little tax withheld.
• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Separate here and give Form W-4 to your employer. Keep the top part for your records.

Form   W-4
Department of the Treasury  
Internal Revenue Service 

Employee's Withholding Allowance Certificate
  Whether you are entitled to claim a certain number of allowances or exemption from withholding is 

subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. 

OMB No. 1545-0074

2013
1        Your first name and middle initial Last name

Home address (number and street or rural route)

City or town, state, and ZIP code

2     Your social security number

3 Single Married Married, but withhold at higher Single rate.

Note.  If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.

4 If your last name differs from that shown on your social security card, 
check here. You must call 1-800-772-1213 for a replacement card.  

5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5
6 Additional amount, if any, you want withheld from each paycheck . . . . . . . . . . . . . . 6 $
7 I claim exemption from withholding for 2013, and I certify that I meet both of the following conditions for exemption.

• Last year I had a right to a refund of all federal income tax withheld because I had no tax liability, and
• This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.
If you meet both conditions, write “Exempt” here . . . . . . . . . . . . . . .   7

Under penalties of perjury, I declare that I have examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete.

Employee’s signature  
(This form is not valid unless you sign it.)  Date 

8        Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.) 9  Office code (optional) 10     Employer identification number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 10220Q Form W-4 (2013) 
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