BENCO
Personnel Manual

PAYDAYS

Paydays are every other Friday. If a payday falls on a Benco recognized holiday,
employees will be paid the previous business day.

Paychecks can be picked up at the administrative office. Benco does not send
paychecks to the individual programs. Upon request employees can have their
paychecks mailed. Employees can authorize another person to pick up their paycheck
if the employee puts it in writing and sends it with the person picking up their paycheck.
The person picking up the paycheck for the employee must have a picture ID.

DIRECT DEPOSIT

Employees may have their paycheck directly deposited into their checking or savings
account. To initiate direct deposit, the employee must bring a voided check oran
equivalent document from the bank to the Benco Administrative Office and fill outa
direct deposit form. The first payroll in which the employee has started direct deposit
will be a paper check. The following payroll, the employee’s pay will be directly
deposited into their bank account. If the employee chooses to end their direct deposit
and receive paper checks again, the employee must putit in writing and must wait three
months to initiate direct deposit again.

All pay stubs are located at the Benco Administrative Office and are available to
employees upon request.
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