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Eg}% %ggggii fax You can use the sample form on the back of this fact sheet to start your records.
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www.nelp.org One of the most important things to do in protecting and enforcing your right to be paid is to

maintain good records:

Keep any business cards or letterhead with your employer’s contact information.

If you are working as a day laborer or construction worker, record the license

plate number of the contractor.

Keep any payroll stubs or receipts you get from your employer.

Maintain your own records of how many hours you work each day and what you are
paid. You can use the sample form on the back of this sheet or a pocket calendar to
do this.

Your records are evidence in a claim for unpaid wages!

Many employers do not follow the legal requirement to maintain accurate records showing
how many hours their employees worked, wages earned and payroll deductions. If the
employer fails to keep a record of your employment, a judge or Department of Labor
investigator will rely on the records you maintained as evidence.

Spread the word!

If you are not getting paid, your co-workers are probably not getting paid either. Encourage
your co-workers to keep records to protect their rights. The more workers there are, the more
pressure there is on the employer to obey the law.

Look for other useful materials about enforcing your right to be paid at NELP’s website:

http://www.nelp.org/wage _enforcement/index.cfm
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Sample Work Records

Employer Information
Name of Company:

Address: City:

Zip:

Name of supervisor:

Phone number:

Job Description:

Pager:

License Plate No. and type of vehicle:

City: Zip:

Address where work was performed:

Employee name:

Date Time In Time Out

Pay Rate Actual Payment Tips

Make copies of all of this form for your own records.
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RECORD KEEPING
STRATEGIES!

* Keep any business cards
or letterhead with your
employer’s contact
information.

* If you are working as a day
laborer or construction
worker, record the license
plate number of the
contractor.

* Keep any payroll stubs or
receipts you get from your
employer.

* Share this sample form
with friends and co-workers.




