














PAY DAY 

Your Employer will determine the day of the week in1 which you receive your paycheck. Your Manager 

will advise you concerning your pay schedule. If payday falls on a holiday, every effort will be made to 

provide your check on the day after the holiday. 

PAYCHECK 

You should examine your paycheck carefully when y,:>u receive it. If you have any questions, see your 

Manager immediately. Errors are possible, and if thE!Y occur, we want to correct them promptly. 

For your protection, your Employer will not release your paycheck to anyone but you. However, you 

may designate another person to obtain your paychE!ck by completing a release authorization form. 

Your designee will need to provide picture identificaition prior to the release of your check. 

OVERTIME 

Occasionally, schedules will make it necessary to woirk overtime. When feasible, you will receive notice 

of scheduled overtime in advance. In the event over1time is required, normal rules and conditions of 

employment will apply. 

Hours worked in excess of forty (40) in a workweek will be paid at one- and one-half times the regular 

rate for non exempt, non salaried employees. 

Hours paid but not worked will not be counted toward overtime pay (i.e., vacations, holidays, sick hours, 

PTO). 

MANDATORY DEDUCTIONS FROM YOUR PAYCHECK 

Your Employer is required by law to make certain deductions from your paycheck. Among these are your 

federal, state, and local income taxes, if any as well as your contribution to Social Security and Medicare. 

These deductions will be itemized on your check stub. Other possible payroll deductions could include 

savings plan contributions, insurance coverage payment, U.S. Savings Bonds, United Way, etc. The W 2 

Form you receive each year will reflect the dollar amounts that were deducted for these purposes. 

The amount of these deductions will typically depend on your earnings and on the information, you 

furnish on your Federal W-4 Form regarding the number of dependents or exemptions you claim. Any 

change in name, address, marital status, or number 1:>f exemptions must be reported to your Manager 

and Your Employer immediately to assure proper creidit for tax purposes. 

Any other mandatory deductions to be taken from y,our paycheck, such as court ordered attachments 

(i.e., garnishments, child support), will be explained whenever your Employer is ordered to make such 

deductions. 

ERROR IN PAY 










































