MAINTENANCE TIME SHEET

	EMPLOYEE:
	
	

	PAY PERIOD:
	
	TO
	
	
	EMPLOYEE ID #
	


	PROGRAM CODE
	
	
	
	
	
	
	
	
	
	
	Scheduled 

Hours
	 Wk1:

	
	
	
	
	
	
	
	
	
	
	
	
	 Wk2:

	DATE
	DAY
	TIME

IN    OUT
	NUMBER OF HOURS WORKED
	 CUM HRS
	Regular Hours Worked
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Overtime

(Note Program)
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Holiday
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Total Hrs. Actually Worked
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	FULL TIME STAFF HOURS USED

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	PTO
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Paid Holiday
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	LOA Pay 

Funeral, court duty, other
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	WK 1 TOTAL PER PROG
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	PROGRAM CODE
	
	
	
	
	
	
	
	
	
	
	
	COMPLETED BY:

	DATE
	DAY
	TIME

IN    OUT
	NUMBER OF HOURS WORKED
	 CUM HRS
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	employee full signature

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	REVIEWED BY:

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	supervisor full signature

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	SUPERVISOR’S COMMENTS TO 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	PAYROLL:

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	WK 2 TOTAL PER PROG
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2 WEEK TOTAL REG
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	01     CORPORATE
	16    WESTWOODS
	25     CARRIAGE GREEN 
	35     PARKWOOD

	05     CASE MANAGEMENT
	17    JEFFERSON
	27     SHADYVIEW
	37     MIDLAND

	07     S ST PAUL SITES
	18    OAK HILLS
	28     CEDAR CREST
	38     SKYLINE

	10    BIRCH LAKE
	19     SILVER OAKS
	29     HIGHLAND
	39     COACHMAN

	11    WOODRIDGE
	20     WOODLAKE
	30     BRYANT
	42     SWIFT LANE

	12    ARBOR
	21     NORTHVIEW
	31     APPLE VIEW
	43     THIRD AVENUE (LOWER)

	13    14TH AVENUE
	22     ECHO PARK
	32     EMERSON
	44     CORNER PLACE (UPPER)

	14    BURNHAVEN
	23     GARDENVIEW
	33     BASSETT CREEK
	

	15    LAKEVIEW
	24     CREEKSIDE
	34     SOUTHVIEW
	


	2012 PAYROLL SCHEDULE

	PAY 

PERIOD
	QTR
	G/L

MONTH
	PAY PERIOD


	(10am)   TIMESHEETS to  (4pm)

SUPERVISOR       PAYROLL
	CHECKS ISSUED

	1
	1
	12
	12/18/11-12/31/11
	01/03/12
	01/04/12*
	01/09/12**

	2
	1
	1
	01/01/12-01/14/12
	01/16/12
	01/17/12
	01/23/12**

	3
	1
	1
	01/15/12-01/28/12
	01/30/12
	01/31/12
	02/03/12

	4
	1
	2
	01/29/12-02/11/12
	02/13/12
	02/14/12
	02/17/12

	5
	1
	2
	02/12/12-02/25/12
	02/27/12
	02/28/12
	03/02/12

	6
	1
	3
	02/26/12-03/10/12
	03/12/12
	03/13/12
	03/16/12

	7
	1
	3
	03/11/12-03/24/12
	03/26/12
	03/27/12
	03/30/12

	8
	2
	4
	03/25/12-04/07/12
	04/09/12
	04/10/12
	04/13/12

	9
	2
	4
	04/08/12-04/21/12
	04/23/12
	04/24/12
	04/27/12

	10
	2
	5
	04/22/12-05/05/12
	05/07/12
	05/08/12
	05/11/12

	11
	2
	5
	05/06/12-05/19/12
	05/21/12
	05/22/12
	05/25/12

	12
	2
	6
	05/20/12-06/02/12
	06/04/12
	06/05/12
	06/08/12

	13
	2
	6
	06/03/12-06/16/12
	06/18/12
	06/19/12
	06/22/12

	14
	3
	6
	06/17/12-06/30/12
	07/02/12
	07/03/12*
	07/09/12**

	15
	3
	7
	07/01/12-07/14/12
	07/16/12
	07/17/12
	07/20/12

	16
	3
	7
	07/15/12-07/28/12
	07/30/12
	07/31/12
	08/03/12

	17
	3
	8
	07/29/12-08/11/12
	08/13/12
	08/14/12
	08/17/12

	18
	3
	8
	08/12/12-08/25/12
	08/27/12
	08/28/12
	08/31/12

	19
	3
	9
	08/26/12-09/08/12
	09/10/12
	09/11/12
	09/14/12

	20
	3
	9
	09/09/12-09/22/12
	09/24/12
	09/25/12
	09/28/12

	21
	4
	10
	09/23/12-10/06/12
	10/08/12
	10/09/12
	10/12/12

	22
	4
	10
	10/07/12-10/20/12
	10/22/12
	10/23/12
	10/26/12

	23
	4
	11
	10/21/12-11/03/12
	11/05/12
	11/06/12
	11/09/12

	24
	4
	11
	11/04/12-11/17/12
	11/19/12
	11/20/12*
	11/26/12**

	25
	4
	12
	11/18/12-12/01/12
	12/03/12
	12/04/12
	12/07/12

	26
	4
	12
	12/02/12-12/15/12
	12/17/12
	12/18/12
	12/21/12

	1
	1
	12
	12/16/12-12/29/12
	12/31/12
	01/02/13*
	01/07/13**



  * Timecards are due to Payroll at 10:00 am on listed date due to holiday during week.


** Pay date is on Monday due to bank holidays affecting deadlines.
PER/38.1-1211

