MASTER PAYROLL WORKSHEET

You will use this Excel document to provide information to Payroll, such as hours worked
for hourly team members, Paid Time Off, adjustments needed to commissions and other
compensation earned, so that payroll can be accurately processed.



Overview

H Instructions  Lookup Table | Payroll Recap(8) /0.2 ") Pald Time Off | Production Allowance | Sales Correction %)  Production Corrections SplltsEi

The Master Payroll Worksheet has eight tabs, which you will use at different times during the payroll process.

* Instructions: Includes basic instructions for completing the worksheet.

* Lookup Table: Where team members are added to the worksheet.

*  Payroll Recap: Where you will enter hourly team members’ hours and the total hours for 7| compliance on
commission team member. Note: 71 are only for the end of the month payroll process. Also includes summary
information and is considered the “cover sheet” for Payroll.

* Other Earns: Where you will enter team member other earnings for professional license fees, hourly work for
commission team members, surveys and graphs completed.

* Paid Time Off: Where you will enter time off for team members who are salaried or commission. Note: This is not for
hourly team members.

*  Production Allowance: Used to charge back a team member for the % of production commission received, when a
portion or all of a customer’s service charge has been written off for satisfaction reasons, and we have determined
that the technician or specialist was at fault/negligent in the treatment that caused the dissatisfaction.

* Sales Corrections: Where you will document changes that need to be made to sales commissions.

*  Production Correction Splits: Where you will document changes that need to be made to production commissions.



Instructions Tab

What is this tab?
The Instructions tab includes basic instructions for completing the worksheet and the payroll process.

When will | use this tab?
Use this tab at any point for help with completing the worksheets or payroll process.
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Lookup Table Tab

What is this tab?

This tab contains the Service Center team member information. All Service Center team members must be listed on
this tab.

When will | use this tab?

This tab must be updated when new team members are added to the team, changes to existing team members are
made (such as a change in position or guarantee), when team members leave, or are transferred in or out of the
Service Center.

You should review it for every payroll period.

What will | need to complete this tab?
ESF

1 EE# ENTER TEAM MEMBER SC Position Pay Group Hourly Rate "Professional Fees Guarantee "Hire Date




Lookup Table Tab Continued

Removing Team Members:
Highlight the entire row then hit delete on the keyboard. The row can be reused with a new team member. You
cannot delete rows, only the information in them.

Note: Team members cannot be deleted from the Lookup Table, until you reach a pay period where they did not
work any hours. If the team member worked any hours during a pay period, even if they are now no longer with
Massey, you must leave them on the Lookup table.

Adding Team Members:
Add directly to the bottom of the list. Do not insert rows.



Lookup Table Tab Continued

Review the following pages to learn how to complete the Lookup Table.



1 EE # ENTER TEAM MEMBER SC Position Pay Group Hourly Rate * Professional Fees Guarantee " Hire Date

]

- 1 2 3
11
12
13
14
16

17

1 ' Employee Number 3
Where do you get it: Request from Payroll

Service Center
Where do you get it: Service Center

How do you enter it: Enter ‘000000, then enter

How do you enter it: Enter ‘000, then enter 3-digit service center number
6 digit team member number

(service center 8 will be ‘008, service center 125 will be ‘125)

2\ Team Member
Where do you get it: ESF

How do you enter it: Enter Last Name, First Name as it appears on the ESF

: A 5 L u L r U [(H[ 1 )] R (LM
M EMPLOYEE STATL
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1 EE # ENTER TEAM MEMBER SC Position Pay Group Hourly Rate * Professional Fees Guarantee " Hire Date
9
10 4 § 6
11
12
13
16
17
4 Position Position _ Pay 6 Hourly Rate
Where do you get it: ESF + Note: Only enter hourly rates for commissioned
vl team members that get paid to do hourly work
How do you enter it: Select position from drop- O R as well.
down IRRISPEC
IRRTRMCR

HIRING, CHANG

Complete the Appropriate Section(s

EMPLOYEE Aeglacemenl’ | Al Saparalon ranstar  |Gomplhange | Cihes Changn | fective Dale
STATUS . .
POSITION u Barf Time Tamg: Exampl Hudgatnd Snaition T
STATUS ) e W O
WITHHOLDING || e el Villadelirs |30 Togs | AeT Tuas FgaTion Csateann Cole
TAXES j\umc I
&iN0R
Pay Group Ho
5 Pay Group [ =
Where do you get it: ESF SLRY
HRLY
COMM

How do you enter it: Select pay group from drop-down

COMPENSATION ARRANGEMENTS

WAGES

FROM

T

Where do you get it: ESF

How do you enter it: Enter hourly rate from ESF

COMPENSATION ARRANGEMENTS
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7

1 EE# ENTER TEAM MEMBER SC Position

Pay Group

Hourly Rate

* Professional Fees Guarantee " Hire Date

Professional Fees
Where do you get it: ESF

How do you enter it: Enter professional fees from ESF

COMPENSATION ARRANGEMENTS

7 8 9

Hire Date
Where do you get it: ESF

I:Iow qo you enter it_: Enter hire Eia:cle frorn the ESF.U
EMPLOYEE STATUS FORM

O o Taa Frocessed | | cmpaymant Dain or Payroll Dapy Lea caly
1
Lasl Hame I

Home Phone

77 Code

WAGES FROM T SALES COMMISSIONS FROM
Haurly PP Salas %
Sadary {manthly) Lawn Cara Sales %
Gusirantas {mionthly) Specal One tima Senices Convention Tarmite
Dwaw {manihly) Renovalion Sales %
**Oraw after & manths Tarmite Colactions %
Bratpcs migationi
Haitng $6.00 +
Balting 450
PRODUCTION Irigatian Masntanance %
PP Sarvica % Imrigatkan Hepair 5%
Lerwn Care Sarvce % COLLECTIONS
Annual Asration % PP Colleciions %
Aaralion Staris % Lawn Care Gollactions %
Irmigationy Reravaton Tarmite Ranewal Coliactions %
Tarmite Rainspaction % Haitng Renpwal Collocions %
Hatng MenkaringLF
Bating Reinspacson % OTHER | |
Balting Instaliations Haourly § Ao Alowance I
Tarmite Hourly § | |
Draw/Guarantee

Note: This is only for commission team members.
Where do you get it: ESF
How do you enter it: Enter semi monthly Guarantee

or Draw from ESF. For example, if the team member
has a $1900 Guarantee, then enter $950.

COMPENSATION ARRANGEMENTS

FROM TG

Gusaranbag {manthiy)

Half of
> the

s imignithivl

rrlraw mther B mondns

monthly

1 amount.




Payroll Recap Tab

What is this tab?
This is the payroll cover sheet and provides a short recap of the payroll, with detail following on the additional tabs in
the worksheet.

When will | use this tab?

You will use this tab every payroll period to:

 Document hourly associates' hours worked and time off taken. Note: This is for hourly, non-commission team
members only. You will enter hours for commission team members who are eligible to earn an hourly rate on a
separate tab.

* Note any changes to the team members (new hires, transfers, terminations).

For the 16-end of month payroll period, you will also use it to:
e Enter 71 Compliance hours for production commission team members.

What is 71 Compliance?

For Production Commission team members, we must ensure that their commission earned is at least equal to
minimum wage each month. Payroll uses the hours you input here to make that determination and take the
appropriate next steps.

What will | need to complete this tab?
* Time Sheets

* Production Log

* Employee Status Form



Payroll Recap Continued

Review the following pages to learn how to complete the Payroll Recap. After this is completed, print it and obtain
the General Manager’s signature. Make copies of the time sheets to submit with payroll.

PAYROLL RECAP
E—— | [SERVICES INC]
1 | General Manager Approval: | Pay Period Ending: |
___ Pay Date: |
***attach signed timesheets, if applicable***
SEMI-MONTHLY)|
HOURS{HOURLY TEAM MEMEBERS ONLY) WAGE TOTAL HOURS
EMPLOYEE (DRAW-GUARA FOR 71 Changes (new hire, terms-transfers
TEAM MEMBER NUMBER. POSITION | HIRE DATE NTEES) COMPLIANCE provide dates)
REGULAR | OVERTIME | VACATION | SICK | HOUIDAY | JURY | BEREAV | Total 10TH PAYROLL Ex: ("Mew Hine 47 *Term 0101714

HOURS HOURS HOURS HOURS | HOURS HOURS | HOURS Hours ONLY anafix o frunm S8 OLD 1/ L4




PAYROLL RECAP

| Pay Period Ending: l 2 09/30/2011 |
Service Center: SC Name - # 1 | Pay Date: | 10/11/2011 |
3
General Manager Approval:
*xxattach signed timesheets, if applicable***
HOURS{HOURLY TEAM MEMBERS ONLY) SEMI-MONTHLY
EMPLOYEE ‘WAGE (DRAW- TOTAL HOURS FOR Changes (new hire, terms-transfers provide
TEAM MEMBER NUMBER POSITION [RE DA GUARANTEES) 71 COMPLIANCE dates)
REGLILAR OVERTIME VACATION SICK HOLIDAY JURY BEREAV
HOURS HOURS HOURS HOURS HOURS HOURS HOURS 10TH PAYROLL ONLY
Anyone, Allie 008965 SERVMGRP 1/1/01 72 8 -
Ashcroft, Smith 001241 PESTTECH 1/1/01 950.00
Doe, John 078932 TERMTECH | 1/1/01 80 -
Smith, Sam 000123 S5 1/1/01
Someong, Gordon 804110 GENMGR 1/1/01 - 185
‘Williams, Anyone B01223 SALESP 1/1/01 B4 B B 900.00
Williams, Someone 801896 OMGR1 1/1j01 -
1 Service Center 3 ' Pay Date

Where do you get it: Service Center

How do you enter it: Enter ‘Service Center

Name — Service Center number’ . For
example, GreenUp West Orange - 2

2 Pay Period Ending

Where do you get it: For the 15t-15t™ pay period
this will be the 15t of the month. For the 16t-
end of the month pay period, this will be the
last day of the month.

How do you enter it: Enter ‘month/date/year’ .

For example, 01/16/2012.

Where do you get it: For the 15t-15%™ pay period this will be the 25% of
the month or if this falls on a weekend or holiday the previous working
day. For the 16™-end of the month pay period, this will be the 10t of
the following month or if this falls on a weekend or holiday he previous
working day.

How do you enter it: Enter ‘month/date/year’ . For example,
01/10/2012.

Note: You only need to complete the fields in blue. Fields in white auto-populate.



Service Center:

SC Name - #

General Manager Approval:

***attach signed timesheets, if applicable®**

PAYROLL RECAP

Pay Period Ending:

09/30/2011

Pay Date:

10/11/2011

4 HOURS({HOURLY TEAM MEMBERS ONLY] SEMI-MONTHLY
EMPLOYEE WAGE (DRAW- TOTAL HOURS FOR Changes (new hire, terms-transfers provide
TEAM MEMBER NUMBER POSITION [RE DA GUARANTEES) 71 COMPLIANCE dates)
REGLILAR OVERTIME WVACATION SICK HOLIDAY JURY BEREAV
HOURS HOURS HOURS HOURS | HOURS HOURS | HOURS 10TH PAYROLL ONLY
Anyone, Allie D0BYES SERVMGRE | 1/1/01 72 B -
Asheroft, Smith 001241 PESTTECH 1/1/01 950.00
Doe, John 078932 TERMTECH | 1/1j01 80 -
Smith, Sam 000123 55 1/1/01
Someone, Gordon 804110 GENMGR, 1/1/01 - 185
‘Williams, Anyone B01223 SALESP 1/1/01 B4 B ] 900.00
Williams, Someone B01836 OMGR1 1/1/01 TI -

4 Hours (Hourly Team Members Only)
Note: Only complete these fields for
hourly, non-commission team

members.

Where do you get it: Time Sheets

How do you enter it: For each hourly,
non-commission team member, enter
the total hours in each applicable

column as taken from their time sheet

for the pay period.

Note: You only need to complete the
fields in blue. Fields in white auto-

populate.

WEEHKLY RECAP OF HOURS TOQ BE PAID

TYIPE QF
HOURS

e

Wyl
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'

WWaek
TTrinesa
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rand

Taital

REGLUILAR

OVERTIME

HOLIDAY

VACATION

SICK

BEREAVEMENT

JLUIRY

A Note About Calculating Overtime

Sometimes a work week will be split across two pay periods. When this is the case
hours worked for that week are “carried over” to the next payroll when calculating
overtime. For example, if a team member works Monday the 14th, and Tuesday the
15th, those hours will be paid, but will be “carried forward” on a time sheet for the
purpose of calculating and managing overtime in that week for the next pay period.
This is calculated for you on the time sheets in the “Carry Forward” column.




Service Center:

SC Name - #

General Manager Approval:

***attach signed timesheets, if applicable®**

PAYROLL RECAP

Pay Period Ending:

09/30/2011

Pay Date:

10/11/2011

HOURS{HOURLY TEAM MEMBERS ONLY) SEMI-MONTHLY 5
EMPLOYEE WAGE (DRAW- TOTAL HOURS FOR Changes (new hire, terms-transfers provide
TEAM MEMBER NUMBER POSITION [RE DA GUARANTEES) 71 COMPLIANCE dates)
REGULAR OVERTIME VACATION SICK HOLIDAY JURY BEREAV
HOURS HOURS HOURS HOURS HOURS HOURS HOURS 10TH PAYROLL DMLY
Anyone, Allie D089E5 SERVMGRP | 1/1/01] 72 8 -
Asheroft, Smith 001241 PESTTECH 1/1/01 950.00
Dae, John 078932 TERMTECH | 1/1/01] 80 -
Smith, Sam 000123 ss 1/1/01
Someone, Gordon 804110 GENMGR 1/1/01 - 185
‘Williams, Anyone B01223 SALESP 1/1/01 B4 B ] 900.00
Williams, Someone 801896 OMGR1 1/1/01 -

z TOtaI Hours for 71 compllance | Rem 1-Time Serv | MNew Accts. | Service | Ttl Daily | Hours Complaint Miles
Note: Only complete these f|e|ds for production Value # $ Value # § Value Leads Serv Val | Worked $ Coll # Calls Driven
commission team members (technicians). This is e — S I : =

* 7.289.35) T36.00 10.50 30,00 5 50
only completed for the 10t payroll each month. 8.250.05) 960.70 | 960 2 55
8,174.05) 22400 10,00 30,00 3 59
8,312.90) 1738 85 5.25 3 52

Where do you get it: Production Log individual 102590 T .00
9,581.15}) 2 280.00 528.25 11.00 (1] 50
Worksheets 2,284.65) 1 38.00 74150 850 3 50
1,085.50) 1 130.00 940,85 11.00 890,00 4 50
1 165.00 1,322.25 3 51
How do you enter it: For each production 2] 27000 1005601 925 3 50

0.0

commission team member, enter the total hours 0.00
production hours for the month as taken from Py 1 1sm ;jji; :jzﬁ Ll :E
their individual worksheet on the Production 5.468.00) 1147.70 | 1050 8 60
B.516.40) 1.046.50 10.50 50

Log' 5,516.40) 0.0

B.516.40) 0.0

5,516.40) 0.0

B.516.40) 0.0

5,516.40) 0.00 ﬁ
5.516.40) oo ff | |

B,516.40) 1] 0.00 17 2,123.00 0 18,639.40 I 192.00 ' 412.00 63 1,080

Note: You only need to complete the fields in blue.
Fields in white auto-populate.




PAYROLL RECAP

[ Pay Period Ending: | 09/30/2011 |
Service Center: [ SC Name - # [ Pay Date: [ 10/11/2011 |
General Manager Approval:
*xxattach signed timesheets, if applicable***
6
HOURS{HOURLY TEAM MEMBERS ONLY) SEMI-MONTHLY
EMPLOYEE WAGE (DRAW- TOTAL HOURS FOR Changes (new hire, terms-transfers provide
TEAM MEMBER NUMBER POSITION [RE DA GUARANTEES) 71 COMPLIANCE dates)
REGLILAR OVERTIME WVACATION SICK HOLIDAY JURY BEREAV
HOURS HOURS HOURS HOURS HOURS HOURS HOURS 10TH PAYROLL ONLY
Anyone, Allie DOBYES SERVMGRE | 1/101| 72 8 -
Asheroft, Smith 001241 PESTTECH 1/1/01 950.00
Doe, John 078932 TERMTECH | 1/1/01] 80 -
Smith, Sam 000123 ss 1/1/01
Someone, Gordon 804110 GENMGR 1/1/01 - 185
‘Williams, Anyone B01223 SALESP 1/1/01 B4 B ] 900.00
Williams, Someane 801896 OMGR1 1/1/01 1 -
|
6 ' Changes

Where do you get it: ESF or verbally from team member or management.

How do you enter it: Enter any notes here regarding each team member, Note: You only need to complete the fields in blue.

include new hire dates, terminations dates, transfer dates, etc. Fields in white auto-populate.

EMPLOYEE ~leplacement” saparation Lhher Change | Effective Date
STATUS
=54 W“II"I W Pasiton Tite
STATUS Mo -ERamp NG
WITHHOLDING IR At Sandla ¥ ol Dlechuciors SIRkE TAXER LAneT A0S Fosihan LASERECETNN Loda
TAXES BARITeRD
SiglE
P& QMR o PADEM B LA M WHTRAER S LICERSE Ml
2ol ahad Jip g 3 L i
" empopee it 3 replarement, give name ol percn Beng repaced. sheir pres 0us CoMBEn BNTon and vanicls & Frass Ernployes’s Soparation Dats

COMMENTS:




Other Earns Tab

What is this tab?

This tab is used to track additional earnings for team members. It is most often used to track hourly work production
commission technicians have performed, but it can also be used to track professional fees team members should
receive and compensation team members should receive for completed surveys (including New Construction
Guarantee Acknowledgment) and graphs.

When will | use this tab?
You will not use this tab for the 15t-15% pay period.

For the 16t-end of month payroll period, you will also use it to track team member additional earnings forthe entire
month.

What will | need to complete this tab?
* Timesheets

e Customer signed graphs

* Customer signed surveys



Other Earns Continued

Review the following pages to learn how to complete the Other Earns tab. After this is completed, print it and obtain
the General Manager’s signature. Make copies of the signed graphs and surveys and time sheets to be submitted

with payroll.

OTHER EARNINGS
Pay Date: 10/11/11 M
5C Name - # [SFAvVicEis ino.]
General Manager Approval:
Timesheet to support all hourly work performed, with proper category breakdown
TEAM MENIBER TWIFLOVEL RUMBER | PAY SCALE | POSITION [ToTALGTHER]
PROFESSIONAL TECH HOURLY TECH HOURLY [ HOURLY #0F § TOTAL #0F § TOTAL
LICENSE FEES HOURS RATE |OTHOURS| OTRATE EARNS SURVEYS | SURMEYS | SURVEYS | GRAPHS | GRAPHS | GRAPHS
Anyone, Alle T0A065 ST SERVMGRP_['§ - R t - T t - s - 5 -
[ Ashcroft, Smith 01241 MM PESTTECH 4 ¢ 10.00 ¢ 1500 % §10.00 [ 5 ¢ 250§ 125D § 1m0
[ioe, John 078932 HRLY TERMTECH [ % § 1000 ¢ 1500 (¢ $ $ $ rS H
Smith, Sam 000123 HRLY [ ] ¢ 1000 ¢ 1500 (¢ $ $ $ § H
Someone, Gordon 804110 SLRY GENMER ] : - : - ] £ - : § - ] 5
Williams, Anyone 801223 COMM SALESE 5 $ - $ - $ §10.00 (¢ ¢ 250 ([% 5
Williams, Someone 80180 HRLY OMGRL ] ¢ 1000 ¢ 1500 (% ¢ ] ] ] 5




OTHER EARNINGS

Pay Date: 10/11/11
SC Name - # [EravicFsine]
General Manager Approval:
Timesheet to support all hourly work performed, with proper category breakdown
TEAN MEMBER IWFLOVEE NUMBER | pAY SCALE | POSITION [TETRLGTHER]
PROFESSIONAL TECH HOURLY TECH HOURLY HOURLY #0F ¥ TOTAL #0F E TOTAL
LICENSE FEES HOURS RATE OT HOURS | OT RATE EARNS SURVEYS | SURVEYS | SURVEYS | GRAPHS | GRAPHS | GRAPHS
Arryone, Allie 008965 SLRY SERVMGRP £ £ - % - % $ - $ $ - % - 5 -
|.°.5hcrt:ft, Smith 001241 oMM PESTTECH £ 1 £ 10,00 2 £ 1500 ['% £ 10,00 ' 5 £ 250l % 1250 5 12.50
Dom, John 078932 HRLY TERMTECH £ £ 10,00 £ 1500 | £ £ £ £ '$ 5
Smith, Sam 000123 HRLY £55 £ £ 10,00 £ 1500 | £ £ £ £ - 5
Someane, Gordon A04110 SLRY GENMGR £ £ 4 4 ¢ - $ $E - 3 ]
‘Williams, Anyane 801223 COMM SALESP £ ¢ - 4 - 4 $ 1000 [ % £ 250 | % 5
‘Williams, Someone 801896 HRLY OMGR1 $ £ 10,00 £ 1500 | % $ $ $ 3 5

1 Tech Hours

Note: You only need to complete the fields in blue. Fields in white auto-populate.

Note: This field is only to be used for

production commission team members who

are also eligible for hourly work.

Where do you get it: Timesheets

How do you enter it: Enter total hourly time
for the entire month from the timesheets.

Note: You will need to look at the timesheet
for each payroll period and total the hours
worked.

Tech OT Hours
You will not use this field.

mw PAYROLL TIME SHEET
NAME Toam Membar [PavroLL # ] [EmpLovEE sIGNATURE:
SERVICE CENTER: [] | P PERIOD ENDING 101152012 [manaGER aPPROVAL:
WEEK ONE WEEK TWO
Lunch Dy Total | Total | Paid Lunch ally Tatal Total | Paid
oy | Owe In Out in | Out Howrs | Aeg o7 |Hsof | code Dey ‘ Date In ‘ Out in ‘ out | Hours Aeg of | Hsof | code
HOURS CARRIED FORWARD FROM PRIOR PAY PERIOD ]
SUN SUN 107
MON 1601 MON 1008
TUE 1002 TUE 109
WED 1003 WED 110
THU 1004 THU 111
R 105 R 112
SAT 10 SAT 1013
WK 1 WK 2
TOTAL TOTAL
WEEK THREE WEEKLY RECAP OF HOURS TO BE PAID
Lunch Dy Total | Total | Paid
vay | Dae | In | St in Out Hours | Feg of | Hsoff | code TYPE OF woek | Week | Week | Cary | Gemnd
HOURS tne Twa | Thies | Forweed i
SUN 114 [ REGULAR
[mon 1015 QVERTIME
TUE HOLIDAY ] a []
WED VACATION 0 [l []
THU SICK [ [l ]
R BEREAVEMENT [ [} [}
SAT JURY ] a []
WK 3 | HOURS TO CARRY FORWARD IF PAYPERIOD
TETAL DOES NOT END ON SATURDAY
SERVICE CATEGORY BREAKDOWN
| ‘ Eailing g | Sub Eaiing ‘
Saat Lawn | Instal Sub | et | Fume | AI'S | Aem 'S | indroct |Soracare| imigaon | Heno
3 3E 38 a1 a2 a5 = a7 53 50 55 56 5%




Pay Date:
SC Name - #

General Manager Approval:

Timesheet to support all hourly work perfermed, with proper category breakdown

10/11/11

OTHER EARNINGS

TEAM MENIBER TWFLOVEE NUMBER | PAY SCALE | POSITION [TOTACGTAER]
PROFESSIONAL | TECH | HOURLY | TECH | HOURLY | HOURLY 7 OF H TOTAL 7 OF H TGTAL
LICENSE FEES HOURS RATE OT HOURS | OT RATE EARNS SURVEYS | SURVEYS | SURVEYS | GRAPHS | GRAPHS | GRAPHS
Anyone, Allie 008965 EIRY SERVMGAP % 3 - 5 - I's N s - s - 5 -
|.'\5hcrt:ﬂ, Smith 001241 oMM PESTTECH £ £ 10,00 £ 1500 ['% 3 £ 10,00 ' 4 £ 250l % 1250 5 12.50
Dom, John 078932 HRLY TERMTECH £ £ 10,00 £ 1500 | £ £ £ £ ’$ 5
Smith, Sam 000123 HRLY £55 £ £ 10,00 £ 1500 | £ £ £ £ - 5
Someane, Gordon A04110 SLRY GENMGR £ £ 4 4 ¢ - ¢ $E - 3 ]
‘Willizms, Anyone 801223 COMM SALESR £ £ - 4 - 4 £ 1000 [ £ £ 250 (% 5
‘Williams, Someone 801896 HRLY OMGR1 $ £ 10,00 £ 1500 | % $ $ $ 3 5

3 # of Surveys

Note: Please check with your Service Center to see if and how this field is used.

Where do you get it: Signed surveys or signed New Construction Guarantee Acknowledgment

How do you enter it: Enter total number of customer signed surveys turned in for the entire

month for eligible team members

4 4 of Graphs

Note: Please check with your Service Center to see if and how this field is used.

Where do you get it: Signed graphs

How do you enter it: Enter total number of customer signed graphs turned in for the entire month for eligible

team members

Note: You only need to complete the fields in blue. Fields in white auto-populate.




Paid Time Off

What is this tab?
This tab is used to track paid time off days for salary and commission team members. Note: Salary team members
don’t get daily pay for paid time off. Enter their hours anyway for time tracking purposes.

When will | use this tab?
You will not use this tab for the 15t-15t pay period.

For the 16%-end of month payroll period, you will also use it to track team member paid time off forthe entire
month.

What will | need to complete this tab?
Absentee Calendar



Review the following pages to learn how to complete the Paid Time Off tab. After this is completed, print it and

Paid Time Off Continued

obtain the General Manager’s signature. If Jury Duty is entered for any team member, court documentation of the

jury duty must also accompany the payroll.

Pay Date: 10/11/11 SC Mame - & m PAID TIME OFF
General Manager Appraval:
**Jury Duty-Send in supporting court decument®*
TLAM MEMELR EMPLOYEE NUMBLR PoETION | PAY SCALE | HINE DATE | MEMTTH OF SERVELE P10 PAY PAID TIME OFF I Iﬁ‘:: ::':h I

VAC VAG = BICK | FOLIDAT ROLIDAY | JUAY JURY | GEREAV BEREAR | TAMMING TRANING

oAYS | DATES EARNS wvS | DaTES | EARNS | oavs DATES EARMS | oavs | DatES EARNE DAYS DATES EARNE. DA¥E DATES EARNS
Amyone, Allie 08965 SERVMGRE [SLRY 01/01/01 11.8 3 3 s 3 3 3 $ -
&shcroft, Smith 001241 ESTTECH oMM 0101701 11.8 370 E 3 1 1-lan 3 70.00 3 3 3 5 70,00
boe, John 07aa32 ERMTECH [HALY 0101/ 11.6 H 3 3 3 3 ] $ -
Smith, Sam 000123 55 ALY 11.8 5 n17-21| % 3 1 1-lan 3 3 3 3 5
Someane, Gordon 804110 SMMGR [ELRY 11.8 3 3 i idan | § i i2:Jam | § 3 i 2l-dan | § 5 -
Wiliams, Anyone 801223 SALESP oMM 11.8 370 3 3 3 3 3 3 1
Williams, Somepna 01896 MGR1 ALY 11.8 3 3 i idan | § 3 3 3 5

§ro 3 3 ) 3 3 3 5




Pay Date: i0/4i/4d SC Name - & m PAID TIME OFF

General Manager Appraval:

#%Jury Duty-Send in supporting court document* = 1
TEAN MENBER ewpLOTEE NUMBER | POSTON FAY SCALE | RE DATE |-n;.mu senvice | w10 e PAID TIME OFF I i I
WAL WAC BICK BICK HOLIDAY HOLID®Y JURY JURY BEREAY BEREAY TRARMING TRANING
Dars CATES EARNS CAYS CATES EARNE CAYS DATES EARNS oars DATES EARNE oars DATES EARNSE DAYS CATES EARNS
any:re, Allie 008965 SERVMGRE [SLRY 11.8 3 3 - 3 - 3 3 $ -
Ashcroft, Smith onizdl ESTTECH [COMM 118 $70 3 § - i 1dan [ § 70.00 3 3 3 5 70.01
Doe, John 078932 ERMTECH [HRELY 11.8 3 5 - 3 - 3 3 E 5 -
Smith, Sam (00123 55 ALY 11.8 5 n 17-21| 3 $ - i idan [ § 3 3 3 5 -
Somecne, Gordon 804110 ENMGR SLRY 118 3 3 - 1 1-dan 3 1 12:Jan | % 3 1 21:dan | % 5 -
williams, Anyone 801233 SALESP O 1LE §00 3 3 - 3 3 3 3 $ -
Williams, Someons 801695 IMGR 1 ®LY 118 3 3 - 1 1-dan 3 3 3 3 5 -
70 L] $ - 3 il $ 5 B 5 -
1 Paid Time Off (Vac Days/Dates, Sick Days/Dates,
Holiday Days/Dates, Jury Days/Dates, Bereav ic i1V 3 2012 Absentee Calendar }

Days/Dates, Training Days/Date)

Where do you get it: Absentee calendar

JANUARY FEBAUARY MARCH

How do you enter it:

1. Enter days each team member took for vacation -
(VAC), Sickness (SICK), holidays (HOLIDAY), Jury e e e e e
Duty (JURY), Bereavement (BEREAV) and training F '
(TRAINING) in the appropriate “Days” column.
For the entire month. =]

2. Then enter the dates of those days in the
appropriate “Dates” column. Enter consecutive
dates like Jan 1-5. Enter non-consecutive days
like Jan-5, 8, 16.

Note: PTO Pay for team members receiving daily pay
for time off is automatically calculated based on the
the team member’s tenure with Massey.

Note: You only need to complete the fields in blue. Fields in white auto-populate.



Production Allowance

What is this tab?

We occasionally write off all or a portion of a customer’s service charge for satisfaction reason. If we determine that
the technician or specialist was at fault/negligent in the treatment that caused the dissatisfaction, we will charge that
technician back for the % of production commission he received. Production allowances can be supported by
allowance forms approved by the General or Regional Manager.

When will | use this tab?
You will not use this tab for the 15t-15% pay period.

For the 16t-end of month payroll period, you will also use it to track production commission team member charge
backs for the entire month.

What will | need to complete this tab?
Allowance form
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Production Allowance Continued

Review the following pages to learn how to complete the Production Allowance tab. After this is completed, print it
and obtain the General Manager’s signature. Include the allowance documentation when submitting to Payroll.

Pay Date: 10/11/11 PRODUCTION COMMISSION REVERSAL
SC Name - #
Prepared By:
General Manager Approval:
*#*#%*Submit this form along with a copy of the production allowance or sale agreement when processing chargebacks****
PRODUCTION ALLOWANCE
PRODUCTION
PRODUCTION PRODUCTION ACCT TOTAL Production
TEAM MEMBER EMPLOYEE NUMBER | ACCOUNT NUMBER CUSTOMER NAME PRODUCTION TYPE kLLD’:ﬁ;::S-‘EvEENTER COMMISSION % CHARGEBACK $ CODE Allowance Reason




TEAM MEMBER EMPLOYEE NUMBER | ACCOUNT NUMBER CUSTOMER NAME

PRODUCTION TYPE

PRODUCTION
ALLOWANCE ENTER
NEGATIVE

PRODUCTION
COMMISSION %

PRODUCTION
CHARGEBACK §

ACCT
CODE

TOTAL Production

Reason
Allowance

ot 1 drew N. 76 2 /89 Masse, 3 Jices L4 $ 5 .00) 6 $ (65.00)| 36 $ (65.00) Applied to much ch 7 al, burned grass
$ - $ -
$ - $ -
1 Te:m IV(;ember . | . L 5  Production Allowance
Where do you get it: Customer Allowance Chargeback to: (Name)* Where do you get it: Customer Allowance
H q it: Sel . Bill Route 08
ow bo you entfer It: he edCt apdproprlate team How do you enter it: Enter the the total amount as a
member name from the dropdown e negative number
Amount
$72.00
Chargeback to: (Name)®
2 Account Number Acct#
Where do you get it: Customer Allowance 177886
6 Commission %
How do you enter it: Enter account number Where do you get it: Employee Status Form
the allowance is for
How do you enter it: Enter commission percentage the
team member receives for this type of production. This
should be a positive number, even though you are
3 ' Customer Name Customer Name decreasing the commission paid.
Where do you get it: Customer Allowance Sam Raulerson .
R 38 | PRODUCTION
How do you enter it: Enter customer name for 39 | PP Servica %
. A0 | Lawn Care Sanvice %
the account the allowance is for — -
41 | Annual Azration %
42 | Aoration Stars %
—l—'[ =L 43 | Imgation' Renavaban %
Sve Type PEST 44 | Tarmite Rainspaction %
. —_— TERMITE L
4 ' Production Type Pest BAIT 45 | Batng MonmarngiLF
Where do you get it: Customer — I r 46 | Baiting Ansinspaction %
IRRIGATION . — -
Allowance B eation || 47 | &aiting Instaliations Hourly §
PRETREAT
—_— TERMITE REI —
How do you enter it: Select BAIT REI Reason
. . — INDIRECT —
appropriate production type BORA CARE 7 Where do you get it: Customer allowance
from the dropdown —  BIOREMEDIATION —
RENOVATION
Zd  FUMIGATION et How do you enter it: Make a note as to why

the chargeback is happening




Sales Correction Tab

What is this tab?

This tab is used to adjust sale values and commissions. For example, a technician performs a lead inspection, but did
not receive the commission or an inspector needs to be deducted a lead commission because he didn’t complete it.

When will | use this tab?
You will not use this tab for the 15t-15t pay period.

For the 16%"-end of month payroll period, you will also use it to make adjustments to sales commissions for the entire
month.

What will | need to complete this tab?



Sales Correction Tab Continued

Review the following pages to learn how to complete the Sales Correction tab. After this is completed, print it and
obtain the General Manager’s signature. Make a copy of the agreements associated with the changes to be

submitted with payroll.

A B C D
Pay Date: 1/0/1900

5 Prepared By:

7 General Manager Approval:

g ****5ubmit this form along with agreements when processing corrections®***

SALE CORRECTION

ISERVICES INC.|

ACCOUNT
TEAM MEMBER EMPLOYEE NUMBER NUMBER CUSTOMER NAME

SALE TYPE

DATE SOLD

DATE
COMPLETED

DATE PAID

INCREASE SALE
(ENTER +)

DECREASE SALE
(ENTER -)

COMMISSION %

COMMISSION  $

ACCT
CODE

REASON(NO SALES PERSON, WRONG VALUE
. ETC)

R = T = R i i i i i A i
'




Note: You only need to complete the fields in blue. Fields in white auto-populate.

TERMITE
BAIT

LAWN
IRRICGATION
AERATION
PRETREAT
TERMITE REI
BAIT REI
INDIRECT
BORA CARE
BIOREMEDIATION
RENOVATION
FUMIGATION

Where do you get it: Provided
by General Manager

How do you enter it: Select
appropriate sale type from the
dropdown

|

Where do you get it: Provided by General Manager

How do you enter it: If you need to increase the

commission paid to the team member, enter the total

sale amount as a positive number

Pay Date: 10/11/11 SALE CORRECTION
Frepared By: [Sm M vicrs o
General Manager Approval:
==xx5ybmit this form along with agreements when processing corrections*=**
TEAM MEMBER EMPLOYEE NUMBER m:; CUSTOMER NAME SALE TYPE DATE SOLD DATE OOMFLETED DATE FAID CoEs i‘;LEIENTER ﬁmuﬁSTIE[ENTER COMMISSION % COMMISSION & :;:; SRR LIS P::?N‘mNGVALUE’
A $ #REF!
1 2 3 4 5 | 6 7 8 9 10 $ #REF! 11
$ #REF!
$ #REF!
$ #REF!
$ #REF!
Team Member 5 DateSold 9 Decrease Sale Amount
Where do you get it: Provided by General Where do you get it: Provided by General Manager Where do you get it: Provided by General
Manager Manager
How do you enter it: Enter the date it the service was
How do you enter it: Select appropriate team sold by month/date/year, for example 12/31/2011 How do you enter it: If you need to decrease
member name from the dropdown the commission paid to the team member,
enter the total sale amount as a negative
Account Number ' ' 6 Date Completed number
Where do you get it: Provided by General Where do you get it: Provided by General
Manager Manager jg Commission %
) Where do you get it: Provided by General
How do you enter it: Enter account number How do you enter it: Enter the date it was Manager
the sales correction needs to be applied to completed by month/date/year, for example
Customer Name 12/31/2011 How do you enter it: Enter commission
Where do you get it: Provided by General 7 DatePaid percentage the team member should have
Manager Where do you get it: Provided by General Manager received. This should be a positive number,
even if you are decreasing the commission
How do you enter it: Enter customer name for How do you enter it: Enter the date the customer paid paid.
the account the sales correction needs to be for the sold service by month/date/year, for example
applied to 12/31/2011
i E—— 11 Reason
Sale Type pest 1 08 Increase Sale Amount Where do you get it: Provided by General

Manager

How do you enter it: Make a note as to why
the sale needs to be corrected. For example,
lead person not applied to account.



Production Corrections Split Tab

What is this tab?

This tab is used to adjust production commissions. This is often used to split the commission for a completed service
across technicians. In ServicePro, the production can only be assigned to one technician, so this tab must be used to
create a split among technicians if needed. This is often needed when there is a large job technicians performed
together, such as a large lawn service.

When will | use this tab?
You will not use this tab for the 15t-15% pay period.

For the 16t-end of month payroll period, you will also use it to make adjustments to production commissions forthe
entire month.

What will | need to complete this tab?
Varying sources, including information from the General Manager or Service Manager.

Best Practice: It is a best practice to keep track of the production splits you will need to perform, as you enter the
production each day. Make a copy and place it in a special file, so you will be sure to remember you need to enter the
split at the end of the month.



Product Corrections Split Tab
Continued

Review the following pages to learn how to complete the Production Corrections Split tab. After this is completed,
print it and obtain the General Manager’s signature. Make a copy of the invoice(s) associated with the corrections to
be submitted with the payroll.

B C D E F G

1 Pay Date: 1/0/1900 SALE CORRECTION

5 Prepared By:

7 General Manager Approval:

g ***%5bmit this form along with agreements when processing corrections®****

ACCOUNT DATE INCREASE SALE DECREASE SALE ACCT REASON(NO SALES PERSON, WRONG VALUE
TEAM MEMBER EMPLOYEE NUMEER NUMBER CUSTOMER NAME SALE TYPE DATE SOLD COMPLETED DATE PAID (ENTER +) (ENTER ) COMMISSION % | COMMISSION  $ CODE JETQ)

R = T = = £ L i i i s



Note: You only need to complete the fields in blue. Fields in white auto-populate.

Pay Date: 10/11/11 PRODUCTION CORRECTION OR SPLIT PRODUCTION
Praparad By: [SERVICES NS

General Manager Approval:

**€*Submit this form when processing production corrections or splits****
**Split production, the invoice will need to be submitted for balancing the split®**

TEAM MEMBER EMPLOYEE NUMBER ?ﬁfﬂg:‘; CUSTOMER NAME CDN[::ITEETED PRODUCTION TYPE PI::ETJE:‘I'SI;N PRDGE[():E%;N COMMISSION % | COMMISSION 5 cAéE; REASON
ENTER POSITIVE | ENTER NEGATIVE
1 2 3 4 5 6 7 8 |s - |## 9
1 Team Member 5 Production Type ? 8 Commission %
Where do you get it: Varies Where do you get it: TeRwITE Where do you get it: Varies
Varies by

IRRICGATION
AERATION
PRETREAT
TERMITE REI
BAIT REI
INDIRECT

BORA CARE
BIOREMEDIATION
RENOVATION
FUMIGATION

How do you enter it: Select appropriate team

member name from the dropdown How do you enter it:
Select appropriate
production type from

How do you enter it: Enter commission percentage
the team member should have received. This
should be a positive number, even if you are
decreasing the commission paid.

2 Account Number

. . the dropdown ]
Where do you get it: Varies P
10 Reason
How do you enter it: Enter accountnumber (6 ' Increase Production Where do you get it: Varies
the production correction needs to be applied Where do you get it: Varies
to How do you enter it: Make a note as to why
How do you enter it: If you need to increase the sale needs to be corrected. For example,
g Customer Name the commission paid to the team member, split production value among technicians.

Where doyou get it: Varies enter the production value as a positive

. number
How do you enter it: Enter customer name for

the account the production correction needs
to be applied to 7 Decrease Production
Where do you get it: Varies

Date Completed

. . How do you enter it: If you need to decrease the
Where do you get it: Varies

commission paid to the team member, enter the

. . production value as a negative number
How do you enter it: Enter date the service

was completed by month/date/year, for
example 12/31/2011




