The HR Office

2437 Commercial Blvd., Suite 5 = State College, PA 16801

814.238.3750 = Fax: 814.238.3980 = www.thehrofficeinc.com

How You Are Paid

Our pay week is from Sunday to Saturday with payday scheduled on the following Friday.
Complete your time card as you work and the last day of the week you are working for an employer, have
your supervisor or authorized person sign your time card. Time cards can be downloaded from our
website, www.thehrofficeinc.com, under the Employees’ tab. See example timecard below.

In order to receive your pay on the Friday following the end of your work week, your time card
must be received by The HR Office, Inc., by 12:00 noon on the previous Monday. In the event that your
time card is not received by The HR Office, Inc. by the Monday following your work week, your pay will be
processed based upon the date that we receive your time card. There are several ways you can turn in
your time card:

e Fax—814-238-3980

e E-mail — [raynor@thehrofficeinc.com
o Drop off at The HR Office. (If it is after hours, there is a mailbox located to the right of our
door)

Direct Deposits will be credited to your bank account sometime on Friday. Each bank has
different times of the day that they post.

The following taxes will be withheld from your check: Federal Income Tax, PA State Tax, Local
Tax, Social Security, Medicare, PA Unemployment Tax, and Local Services Tax (LST)

The LST is a local tax required to be withheld from employees working for employers located in
State College Borough and College, Ferguson and Patton Townships. The total amount of the tax is
$52.00 per year. This tax will be withheld from your earnings at the rate of $1.00/week unless:

1. You are able to claim exemption from the $47.00 portion of the tax. (To qualify for this exemption,
you must have a prior year’s history of earnings less than $12,000 in College Township
Municipality and file the appropriate forms.**)

2. You would like to claim The HR Office, Inc. as a Secondary Employer. If so, you must file an
“Employee Statement To Secondary Employers”.**

** LST Forms are available upon request.
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Employee, please fax, email, mail or drop off the completed time sheet to: The HR Office, Inc. 2437 Commercial Blvd., Suite 5, State College, PA 16801.

Call 238-3750 with questions. Fax: 238-3980.
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