Associates for Training and Development

Advancing Workforce Development for Mature Workers since 1983

Maine Participant Payroll Guide

This guide includes the follow information to assist with the submission of
timesheets for bi-weekly payroll processing:

A) Blank timesheet

B) Sample completed timesheet

C) Payroll cycle schedule

D) Payroll cycle Explanation of Host Agency in-kind donations

Timesheets

It 1s your responsibility to complete and submit your timesheet because this is a
requirement of most jobs. SCSEP staff or your Host Agency supervisor can help
you if you have questions, and your Host Agency Supervision is responsible for
approving your timesheet.

Host Agency hours:

You should record the exact number of hours, rounded to the ¥ hour, spent
training at the Host Agency next to the appropriate day of the week in the “# of
Hours at Host Agency” column. Only the hours you were physically present at the
Host Agency should be recorded.

Off-Site Training (Meetings and Trainings NOT at your Host Agency):

If you attended a Network to Work Meeting or another off-site training assignment
(ex. Resume Writing, MS Office Suite computer training classes, etc.) as directed
by SCSEP staff, you will put those hours in the appropriate “# of Hours at Off-Site
Training” column. Be sure to provide a brief description of the training (i.e. name
of class and provider) in the column headed “Explanation of Off-Site Training”.

Total Hours:

Record the fotal number of Host Agency and Off-Site Training hours in the Total
Daily Hours column in the row for the appropriate day of the week. Participants
may not train more than 8 hours a day. Please also enter the total number of
hours for each column.



Signatures:

Participant: After you have completed your training for the payroll cycle and
entered all of your hours, be sure to sign and date your timesheet. Then give the
timesheet to your Host Agency supervisor for completion. Timesheets submitted
in advance of actual training hours recorded being performed will not be
accepted.

Host Agency supervisor: At the end of your last day of training in the payroll
period, please ask your Host Agency supervisor to fill in the value of in-kind
contributions from non-federal sources for the period (in the lower left corner of
the timesheet) (if the value is zero, please enter 0) and sign & date the timesheet.

Once your Host Agency supervisor reviews and signs your timesheet (ideally your
last day of training in the payroll period), fax or email it to the SCSEP finance
office using the 800# or email address printed in the upper left-hand corner of your
timesheet. You should keep your original timesheet for your reference. You will
not need to send that to us.

Before submitting your timesheet, be sure it has:
Your name
Your Host Agency name
Training dates

AN

# of Host Agency training hours, rounded to the %% hour
entered for each day you trained

<

The total Host Agency hours for the two-week pay period

V' {# of Off-Site training hours, rounded to the % hour, entered
as appropriate, including an explanation of training

v' The total Off-Site training hours for the two-week pay
period

v' Combined daily total of Host Agency and Off-Site training
hours

v' Your signature & date signed

<

Your Host Agency supervisor’s signature & date signed
v' Any Host Agency non-federal in-kind donation information

Participant Payroll Orientation 20f3 October 2020



Completed timesheets are to be faxed or emailed no later than the close of
business on the last Friday of the payroll cycle, (or Saturday if participant is
scheduled to train on Saturdays). Any late timesheets received will be processed
in the following pay period and your paycheck will be delayed by two weeks.
Therefore it is critical for you to submit your timesheets in a timely manner.

Direct deposit of your payroll check is strongly encouraged. If you are unable to
receive direct deposit you will be issued a Payroll Debit Card.

In the event you are unable to train during your regularly scheduled hours because
your host training site may be closed for any reason (hohdays etc.), you may make
up your hours within the payroll period.

Your bi-weeklyv payroll paystubs and annual W2 forms will be mailed to the
address you have provided us. Please notify us as soon as possible of any

changes to your mailing address information. Also, please keep a file of your
payroll paystubs and W2 forms for future wage verification requirements from
other assistance programs.

If you have any questions, please call your Case Management Participant Assistant
or Regional Coordinator for assistance.

Thank you!

Participant Payroll Orientation 30of3 October 2020
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ASSOCIATES FOR TRAINING & DEVELOPMENT
2020 /2021 Payroll Periods and Date Payments Issued

Maine
Fax to: 1-800-608-9418 or scan email to: FinanceME@adtd.org

Weeks Ending Saturday ' Date Payment Issued
20-Jun| and | 27-Jun| 2020 Thurs.|  2-Jul| 2020
4-Jul| and H-Jul] 2020 Friday| 17-Jul| 2020
18-Jul} and | 25-Jul| 2020 Friday| 31-Jul] 2020
I-Aug| and | 8-Aug| 2020 Friday| 14-Aug| 2020
15-Aug| and | 22-Aug| 2020 Friday| 28-Aug| 2020
29-Aug| and 5-Sep| 2020 Friday| 11-Sep| 2020
12-Sep| and | 19-Sep| 2020 Friday| 25-Sep| 2020
26-Sep; and 3-Oct| 2020 Friday| 9-Oct| 2020
10-Oct| and | 17-Oct| 2020 Friday| 23-Oct| 2020
24-Oct| and | 31-Oct| 2020 Friday| 6-Nov| 2020
7-Nov| and | 14-Nov| 2020 Friday| 20-Nov| 2020
21-Nov| and | 28-Nov| 2020 Friday| 4-Dec| 2020
5-Dec| and | 12-Dec| 2020 Friday; 18-Dec| 2020
19-Dec| and | 26-Dec] 2020 Thurs [ 31-Dec| 2020
2-Jan| and 9-Jan| 2021 Friday| 15-Jan| 2021
16-Jan| and | 23-Jan| 2021 Friday| 29-Jan| 2021
30-Jan| and 6-Feb| 2021 Friday| 12-Feb! 2021
13-Feb| and | 20-Feb| 2021 Friday| 26-Feb| 2021
27-Feb; and | 6-Mar| 2021 Friday| 12-Mar| 2021
13-Mar| and | 20-Mar| 2021 Friday| 26-Mar| 2021
27-Mar| and 3-Apr| 2021 Friday| 9-Apr| 2021
10-Apr{ and | 17-Apr| 2021 Friday| 23-Apr| 2021
24-Apr| and | 1-May| 2021 Friday;, 7-May| 2021
8-May| and | 15-May| 2021 Friday| 21-May| 2021
22-May| and |29-May| 2021 Friday 4-Jun| 2021
S5-Jun| and | 12-Jun| 2021 Friday| 18-Jun| 2021
19-Jun! and | 26-Jun| 2021 Friday| 2-Jul| 2021
3-Jul| and 10-Jul| 2021 Friday] 16-Jul| 2021

If you do not elect to use Direct Deposit, you will be issued a Payroll
Debit Card that will be sent to the mailing address you have provided.
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