MEMO:  APRIL 19, 2020
TO:  All Secretaries, Bookkeepers, Extended Day and Lunchroom Managers

FROM:  Dana James, Payroll Coordinator

RE:  Monthly Payroll Procedures

Leave reports, employee time sheets, work study, field trips and security time sheets, along with any other time sheet, will be sent to the Central Office on the next business day following the date listed below (by noon if possible).  
We have noticed that some time sheets are coming to us that are not signed, totaled or completed.  Please make sure that these are all done correctly or they are going to be sent back to the school to be completed. 
                  July 17                               December 4                   May 14
                  August 14                          January 15
               June 11
                  September 11                     February 12
                  October 16                         March 5
                  November 6                       April 16
I am attaching time sheets, work-study time sheets, and security time sheets.  You must use these forms.  No other forms will be accepted.   Please throw away any old forms you might have.  
Please do not allow anyone to substitute without first seeing their authorization card.  This applies to custodians and lunchroom workers.  

Please as always, double check your leave reports to make sure they are correct before you submit them and also if possible put detached duty forms in alphabetical order by teacher name.
Submit your field trip check with the summary form to Jason Mann.  Please submit your actual field trip authorization forms to me with the payroll.  If field trip forms are not completed entirely they will be returned.  Also, if you have extra pay to someone always submit the check to me first.  I will in return give it to Mr. Mann.
Thanks for all you do!!!!

