WINONA PARK & RECREATION DEPARTMENT

Important Information About Your Time Sheet and Payroll

1. Print clearly; no crossing out, scribbles, etc.
2. Record your time following each shift.
3. Use ablack or blue pen only.
4. Sign and date.
5. Drop off your timesheet to the Park & Recreation office by the required deadline.
6. Enter your hours in decimal form. (See below.)
Actual Time Record As:
10 minutes 17
15 minutes .25
20 minutes .33
30 minutes .50
40 minutes .67
45 minutes 75
50 minutes .83

7. Time sheets are due by 9:00 a.m. on Wednesday. (See dates below.)

Paychecks will be directly deposited. (See dates below.)

9. Timesheets may be dropped off after hours by using the drop box on the south side of City Hall. Several
departments share this drop box. Please place your time sheets in an envelope labeled “Park & Rec”.

©

City of Winona — 2014 Payroll Guide

Due by Pay Period Check

9am. Begin | End Date
1/15/2014 1/1/2014 1/14/2014 1/24/2014
1/29/2014 1/15/2014 1/28/2014 2/7/12014
2/12/2014 1/29/2014 2/11/2014 2/21/2014
2/26/2014 2/12/2014 2/25/2014 3/7/2014
3/12/2014 2/26/2014 3/11/2014 3/21/2014
3/26/2014 3/12/2014 3/25/2014 4/4/2014
4/9/2014 3/26/2014 4/8/2014 4/18/2014
4/23/2014 4/9/2014 4/22/2014 5/2/2014
5/7/2014 4/23/2014 5/6/2014 5/16/2014
5/21/2014 5/7/12014 5/20/2014 5/30/2014
6/4/2014 5/21/2014 6/3/2014 6/13/2014
6/18/2014 6/4/2014 6/17/2014 6/27/2014
712/2014 6/18/2014 7/1/2014 7/11/2014
7/16/2014 71212014 7/15/2014 7125/2014
7/30/2014 7/16/2014 7/29/2014 8/8/2014
8/13/2014 7/30/2014 8/12/2013 8/22/2014
8/27/2014 8/13/2014 8/26/2014 9/5/2014
9/10/2014 8/27/2014 9/9/2014 9/19/2014
9/24/2014 9/10/2014 9/23/2014 10/3/2014
10/8/2014 9/24/2014 10/7/2014 10/17/2014
10/22/2014 10/8/2014 10/21/2014 10/31/2014
11/5/2014 10/22/2014 11/4/2014 11/14/2014
11/19/2014 11/5/2014 11/18/2014 11/28/2014
12/3/2014 11/19/2014 12/2/2014 12/12/2014
12/17/2014 12/3/2014 12/16/2014 12/26/2014
12/31/2014 12/17/2014 12/30/2014 1/9/2015

Subject to change without notice.



