
		January 4, 2011
Memorandum
To:	All Department Managers
From:	
[bookmark: _GoBack]Date:	2/8/2012
Re:	New Time Sheets
Starting with the next payroll period, a new time sheet form will be used. Below is an example of a completed new time sheet.

Please make sure the time sheets for all your employees are turned in no later than 9:00 am the Monday after each pay period.
Thank you for your cooperation.
Confidential
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