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FROM:  CONCORD CROSSROADS, LLC 

 

MEMORANDUM FOR:  All Employees 

 

SUBJECT:  Timesheet Preparation 

 

 

The accurate preparation of timesheets is the responsibility of each employee. 

Please adhere to the following instructions when completing your online timesheet. 

 Record time on your timesheet at the end of each work day, or no later than 10:00 a.m. 

local time the following day.  Timesheets are required to be completed on a daily 

basis*. Management understands that occasionally employees may not be able to access 

the online time sheet system to record their hours. In those situations, once you are able to 

do so, record hours and make a notation in the “Internal Comments” section reason for 

entering time after required deadline. 

 Record hours worked as well as holidays, vacation, sick hours etc. 

 Make sure you charge to the correct labor code if more than one has been provided. 

 Timesheets must be completed by the employee only. 

 When making corrections to your timesheet, the PROCAS system will not allow changes 

to be made without providing a reason for the correction(s) in the “Reason” box. 

 Online time sheets should be submitted for approval on the last working day and/or month 

of the pay period whichever is applicable. 

Please address all questions or concerns with the above timesheet instructions to the Department 

of Human Resources at 703-670-8770 ext. 307 or email vanessa.atoyebi@cccrllc.com 
 
 

 

 

 

Acknowledged Receipt 

 

 

 

_________________________________________________  ____/____/        ______ 
Employee Signature        Date                                                                                                                                         
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