TO:
TUTORS paid through University Enterprises, Inc. (UEI)
FROM:
Jennifer Wood, Support Services Coordinator
RE:
Payroll Documents
Please read this memo carefully and keep for future reference.

Spring 2012
	Pay Period
	Due Dates

Submit all before 1 PM
	Payday

	1/16-1/31
	Tuesday, 1/31
	2/7

	2/1-2/15
	Wednesday, 2/15
	2/22

	2/16-2/29
	Wednesday, 2/29
	3/7

	3/1-3/15
	Thursday, 3/15
	3/22

	3/16-3/31
	Thursday, 3/29*
	4/6

	4/1-4/15
	Friday, 4/13
	4/20

	4/16-4/30
	Monday, 4/30
	5/7

	5/1-5/15
	Tuesday, 5/15
	5/22


* Please note early due date.

REMINDER:  Hours recorded on holidays will be removed from your timesheet.
      
[image: image1.wmf]TIME ONLINE CHECK LIST:
      MAX 2 hours/week unless otherwise instructed by SSWD.
      Notes provided as needed.
      Timesheet submitted online by due date indicated.




http://www.ueitimeonline.com




[image: image2.wmf]CLAIM FORM(s) CHECKLIST:
     USE BLUE OR BLACK INK.
     Student signature box completed and signed in ink.
     Hours on each claim form are accounted for on one Timesheet for the pay period.
      Claim form (s) turned in to SSWD by due date indicated.  
SUBMIT CLAIM FORMS TO JENNIFER, LASSEN HALL 1008 BY DUE DATE INDICATED
PAYCHECKS:
Paychecks are mailed to you by UEI Payroll Services.
