TO:
HOURLY EMPLOYEES 
FROM:
Jennifer Wood, Support Services Coordinator

Terry Gomez, Timekeeper

RE:
Payroll documents
Please read this memo carefully and keep for future reference.

Spring 2012
	Pay Period
	Document Due Dates

Submit all before 1 PM
	
Checks Disbursed >

	1/1-1/31
	Tuesday, 1/31
	2/15

	2/1-2/29
	Wednesday, 2/29
	3/15

	3/1-3/31
	Thursday, 3/29
	4/16**

	4/1-4/30
	Monday, 4/30
	5/15

	5/1-5/30
	Wednesday, 5/23*
	6/15



*Turn in all paperwork by Wednesday 5/23 OR before you leave for Summer Break.


** Checks will be disbursed 4/16 because 4/15 is a Sunday.
      
[image: image1.wmf]TIMESHEET CHECK LIST:
      MAX 8 hours per day, 6 consecutive days (Sunday-Saturday).

      Daily/Total hours written to the nearest tenth (Example:  2 hours = 2.0).
      Correct Timesheet, completed ONLINE, printed on the correct color paper, and signed in 

       blue or black INK. 




[image: image2.wmf]CLAIM FORM(s) CHECKLIST:
     Form is completed and signed in blue or black INK.
     Student signature box completed and signed; changes must be initialed by the student.
     Show actual hours worked or indicate notes on every given work day (i.e. no show).  

     Hours on each claim form are accounted for on one Timesheet for the pay period.
NOTE: Unsigned or inaccurate claim forms and/or late timesheets will result in late payment.  
submit PAYROLL DOCUMENTS TO TIMEKEEPER TERRY GOMEZ, LASSEN HALL 1008.
PAYCHECKS:
· Paychecks can be picked up from Terry Gomez in Lassen Hall 1008 after 2:30 p.m. on the day indicated. 
· Paychecks will be held for 5 business days in the SSWD Office.  After 5 business days, checks must be picked up in the Disbursement Office (Lassen Hall 1001). 

· If you need someone to pick up your paycheck, you must send a signed note and call to notify the Timekeeper who will be picking up your check.  The authorized individual will need a photo ID.




>  SSWD cannot guarantee the date your funds will be available. Check with your bank if you have questions.











