ALL timesheets MUST be in our office by 5:00 pm Wednesday after the last day of the pay period. If timesheets are not in by the

deadline, your check WILL NOT be processed until the next pay period. NO EXCEPTIONS
SQUARED SUNDAYS: the last day of the pay period

CIRCLED MONDAYS: if you have elected direct deposit, this is the day your payroll check will be directly deposited

in your account (unless it is a Federal holiday, then it is deposited on Tuesday)
Checks are mailed on Saturday, they are available for pick up on Monday,
Provided you have called three (3) days in advance asking us to NOT mail your check.
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