January - March 2012 January 2012

SUNDAY MmonnAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
PAY DATES T P [ |
Da ue -
B aduex|9 |10, |1 |12 B |0
Note: December 15-17 will be paidon | - —— o o 2 I:l;;ek
January 6, 2012 < — due e eriod
15 15t week | 16 — L 18~~* _lg__ﬂ_ll] 21
Note: December 18-24 willbe paidon | | — i | Pt [
January 20,2012 < —— |
22 2nd week | 23 24 25 26 2 28] Endof
115 2 2 week
‘% to 1/21 to 1/25 pay
e period
[T Payroll Office
‘XTORCESTER y 29 15t week | 30 31 .
to 1/28
State University due

* Non-benefitted Non-student Februaru 20]2
Em p onees SUNDAY monnAy TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
- Federal College Work Study 1 2 3 4
Employees
+ Student Employees 5 2nd week | 6 7 e 8 9 . |10 1 ;ndofk
pink, blue, yellow, purple, green to 2/4 02 pay
time sheets period
12 1stweek | 13 14 M 15 16 l? 18
tod’ﬁﬁﬂ
+ Time-summary sheets are due in the
Payroll Office at 9 a.m. as indicated 19 2nd week | 20 21, |22 23 o |24 25 [ fndof
on this calendar. Presidents'| [ toge'® s pay
- . v period
* Late tlme-symmary sheets will be 26 1t week | 27 28 |29
processed in the next pay cycle. 10 2725

+ DO NOT WORK ON HOLIDAYS or
days when College is CLOSED—

NO PAY. SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

* Record only actual hours worked 1 2 3
Payd

— DO NOT PROJECT HOURS for

2nd week of pay period. Any hours

worked after time-summary sheet 4 2ndweek | 5 6 2 |7 8 i |9 10] ndof

has been submitted must be reported - to 317 pay

on a separate time-summary sheet period

and submitted the following Tuesday. 11 st week | 12 B3, (14 15 16 17

tod::/em

+ “Week of” dates on time-summary 18 2nd week | 19 20 i 21 22 M 23 24 [ Endof

sheets must be Sunday to o317 to321 b

Saturday dates—not partial weeks. period
+ The 2nd week of the pay period 25 Tstweek | 26 2L o 1| 20 23 30 31

will have two time-summary Ra

sheets with same “week of” dates.




April — June 2012

SUNDAY monbAay TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
PAY DATES 1 2nd week|2 3 . |4 5 6 7 [fndor
to 3/31 ://1 ::,, 2 week
due Dﬂg
period
1@5 8 1stweek|9 10 n 12 13 [ 14
WORCESTER " 2yroll Offie 5
State University 15 2nd week| 16 17 18 19 20 21 [Endof
Patriots’ 4/8 to 415 to 2 week
Day 4/14 dus 4/18 due I]a'u
period
22 1stweek |23 24 25 26 27 28
* Non-benefitted Non-student 1232921
Employees
+ Federal College Work Study = 2nd week =
Employees

+ Student Employees

pink, blue, yellow, purple, green

time sheets SUNDAY MonDAY TUESDAY  WEDNESDAY  THURSDAY FRIDAY SATURDAY
N N L S R
due due Dﬂy
period
+ Time-summary sheets are due o555
in the Payroll Office at 9 a.m. as
indicated on this calendar. 13 2nd week | 14 15 |16 17 gk |18 19 | tnoat
_ . to 5/12 DS pay
+ Late time-summary sheets will be “ period
processed in the next pay cycle. 20 15t week |21 2 |23 24 25 26
to 5119
27 2nd week |2 129 a0t 30 31 epr
- DO NOT WORK ON HOLIDAYS or Mo (| 526 e -
days when College is CLOSED—
NO PAY.
* Record only actual hours worked June 20] 2
— DO NOT PROJECT HOURS for SunDAy MonpAY TUESDAY  WEDNESDAY  THURSDAY FRIDRY SATURDAY
2nd week of pay period. Any hours 1 2 | tndof
. 2 week
worked after time-summary sheet pay
has been submitted must be reported =
on a separate time-summary sheet 3 Istweek| 4 5 ] 7 8 9
and submitted the following Tuesday. 5’§Z§t°
10 2nd week | 11 12 13 14 15 16 [ Endof
6/3 6/10 2 week
. to 6/9 to 6/13 pay
+ “Week of” dates on time-summary e o period
sheets must be Sunday tC_’ 17 15t week | 18 19 20 21 22 23
Saturday dates—not partial weeks. srato
+ The 2nd week of the pay period
will have two time-summary 24 nq week| 25 26 T2 28 29 30
sheets with same “week of” dates. t0 6/23 627 e

Note: July 6 paycheck will consist of hours worked thru June 27.

Hours worked June 28-30 will be processed on a separate payroll cycle. AU TEIES LG e SR ClE L7 2.




