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Pay Period & Time Sheet Policies

Pay period ending 15th will be posted on the 22nd and pay period ending 30th/31st will be posted on the 7th.  The exception will be if the 22nd or 7th falls on a weekend or on a holiday pay checks will be posted the following working day.

All employees must complete a direct deposit authorization form prior to any account transactions.

Time Sheets

Due Dates for the times sheets are as follows:

· Weekly- Mondays for the previous week

· Bi-Monthly- 15th and months end

IMPORTANT!!!!

In the event of failure to submit time sheet(s) the direct deposit will roll over to the following pay period.
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