Gateways Community Services requires original signatures on all time sheets, mileage
and expense reimbursement, respite reimbursement forms.

PDF Fillable Form Instructions — Acrobat Reader Required

1. Complete all applicable areas.

2. Double check calculations.

3. Print completed form.

4. Sign completed form.

5. Submitted to Gateways for payment via methods listed below.

Timesheets and reimbursement forms may be submitted five ways:

1. Dropped off at the front desk during regular Gateways business hours (Monday
through Friday 8:30am-4:30pm)

2. Dropped in the red drop box after business hours (located in the back of the
building near the ramp entrance doorway)

3. Faxed to 603-889-5460.
4. Signed, scanned and emailed to your Gateways contact/account manager.
5. Mailed in an envelope to:

Gateways Community Services

144 Canal Street

Nashua, NH 03064

PLEASE MARK ALL ITEMS WITH THE NAME OF THE PERSON THAT NEEDS
TO RECEIVE THEM AT GATEWAYS. THANK YOU.



2010 Payroll Calendar
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Timesheets DUE by 9am Monday at

Gateways Community Services Office

[]
O

Period End Date

Pay Day Friday




Gateways Community Services Non-Exempt Timesheet

Employee Name:

Program Code:
Period Ending Date:

(Friday midnight)

REMINDER
TIME SHEETS ARE DUE

to Gateways Comm Services Supervisors

Employee | Supervisor | MONDAY by 9AM
Signature: Signature: after each Pay Period Ending Date
DAY DATE TIME IN AM PM TIME OUT AM PM REGULAR oT EARNED | HOLIDAY CLIENT ||Payroll
Hours (Select One) Hours (Select One) HOURS HOURS TIME HOURS CODE E
Sat CJam [JPm []Am []PM Only Client
Oam [JpPm Cawm [JPm Dept. Hours Rate Code
Sun COam [JpPwm Oam [JpP™m
COJam [JpPwm Oam [OPm
Mon Oam [JPM Oav [OpPm
OJam [JpPm Oam JpPm
Tues Oam [JpPm Oam [JPm
[]am []PM Cam [JpPm
Wed Oav OpPm Oav [OpPm
[Jam []Pm Oam [OPm
Thurs [1Am []Pm Cam Opm
[1am [JpPm Oam [pPm
Fri [Jam [JpPm Oam [OPm
[Jam [JPm Oam [Pm
FIRST WEEK TOTALS 0.00 0.00 0.00 0.00
Sat [Jam[]em [1am []Pm
[]am [Pm Oam [JpPm
Sun COam [Jpm Oam OpPwm
Oam [Jpm Oam [pPm
Mon CJam [Jpm Oam OpPm
CJam [JPm Lav [IpPm
Tues Oam [Jpm Oam [OPm
Oam [Jpm Oam [JPM
Wed Cam [JpPm [Jam [OPM
[Jam [Jpm Cam JPm
Thurs Clam []pPm []Am [1PMm
Oav [Opm CAM []PM
Fri COam [pPm Oam [Pm
COam [Jpm Oam OJpPm
SECOND WEEK TOTALS 0.00 0.00 0.00 0.00
FAX# 603-889-5460 TOTALS FOR BOTH WEEKS | | | 0.00 0.00 | | 0.00 0.00 | | | 1/29/2010
Please round to the nearest quarter hour 15mins =25 30mins=.5 45mins=.75
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