
Payroll Service Bureau Legend I Semi-Monthly II Bi-Weekly Wage 
Important Dates Important Dates December 2015 Operations Calendar I I 

Mon Tue Wed Thu Fri 

1 2 3 4 
Semi-Monthly Submit November BES Semi-monthly 

Employee 
PayDay 

Premium Reward Discrepancy 
Report (PM4405) dated 1211 

required for November Health 
Care Reconciliation 

Bi-Wkly 
Wage 
Cert 

Deadline 

DFP 
11/12- 11/25 

DOE& VITA 
11/9- 11122 

Salaried & Wage 
Payroll Paperwork 

Deadline 11/25 -12/9 

PMIS Update Deadline 
11/25-12!9 

Bi-Wkly 
Wage 

PayDay 

DFP 
11/12 - 11/25 

DOE& VITA 
11/9- 11/22 

7 8 9 10 11 
Ensure BES Incentive Report NotifyPSB ofanyPMIS Payroll Ce1tification Ensure W-2 Distribution 

dated 12/4 is received for Changes affecting Deadline 11/25-12!9 Form Submitted to SPO 
August - October activity & 11/25-12!9 Pay 

being processed in 
11/25-12/9 period 

Leave Paperwork Deadline 
11125-12!9 

Bi-Wkly 
w~ 

Paperworl< 
Deadlin! 

VRC 11122 ­ 12/5 
VDEM 11/13 - 11126 
FCMV 11/18 - 12/1 
DOF 11/14 - 11127 
VSP 11115- 11/28 

Bi-Wkly 
Wage 
Cert 

Deadline 

VRC 11122 - 12/5 
VDEM 11113 - 11/26 
FCMV 11/18- 12/1 
DOF 11114 - 11127 
VSP 11115- 11128 

4th Quarter 
Pre-Certification of 

Reportable Items Due 

Bi-Wkly 
Wage 

PayDay 

VRC 
VDEM 
FCMV 
DOF 
VSP 

11122- 12/5 
11/13 - 11126 
11/18- 12/1 
11114 - 11127 
11115- 11/28 

14 15 16 17 18 
Distribute 3rd Party Leave Keying Semi-Monthly Semi-monthly 

Pmt's & Checks 
to Agencies 

Deadline 
11125-12/9 

Employee 
PayDay 

Salaried & Wage 
Payroll Paperwork 

Deadline 12/10 -12/24 

PMIS Update Deadline 
12/10-12124 

Bi-Wkly 
w~ 

Paperworl< 
Deadlin! 

VRC 12/6- 12/19 
'IDEM 111127- 12/10 
FCMV 1212 - 12/15 
DOF 11/28 - 12/11 
VSP 11/29- 12/12 

Bi-Wkly 
Wage 

DFP 
11/26-12/9 

Bi-Wkly 
Wage 

DFP 
11/26-12/9 Bi-Wkly 

DFP 
11/26- 12/9 

PapeiWork DOE&V1TA Cert DOE&V1TA Wage DOE&V1TA 
Deadline 11/23-12/6 Deadline 11/23 - 12/6 PayDay 11/23 - 12/6 

21 22 
NotifyPSB ofanyPMIS 

Changes affecting 
12/10-12124 Pay 

VRC 12/6- 12/19 
'IDEM 111127- 12/10 
FCMV 1212 - 12/15 
DOF 11/28 - 12/11 

Bi-Wkly 
Wage 
Cert 

Deadline VSP 11/29- 12/12 

23 
Payroll Certification 
Deadline 12110-12124 

Leave Paperwork Deadline 
12/10-12124 

DFP 
12/10- 12/23

Bi-Wkly 
Wage 

PapeiWork 
Deadline 

DOE&V1TA 
12n-12/20 

24 
Holiday 

Bi-Wkly 
Wage 

PayDay 

VRC 12/6- 12119 
'IDEM 111127- 12/10 
FCMV 1212 - 12/15 
DOF 11/28 - 12/11 
VSP 11/29- 12/12 

25 
Holiday 

28 29 
Last Day to certify 
Wage or special for 

12/31 check date 

Distribute 3rd Party 
Pmt's & Checks 

Bi-Wkly 
Wage 
Cert 

Deadline 

DFP 
12/10- 12/23 

DOE&V1TA 
12n- 12/20 

30 
Leave Keying Deadline 

12/10- 12/24 

CIPPSFiles 
Close at Noon 

31 Semi-Monthly 
Employee 
PayDay 

November Healthcare 
Certification Due 

CIPPS Files Closed 

Bi-Wkly 
Wage 

PayDay 

DFP 
12/10- 12/23 

DOE&V1TA 
12n- 12120 
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