
Payroll Service Bureau 
Operations Calendar I 

February 2015 
I 

Legend I Semi-Monthly II Bi-Weekly Wage I 
Important Dates Important Dates 

Mon Tue Wed Thu Fri 

2 3 Semi-monthly Salaried & 
Wage PayrollPapeJWOrk 

Deadline 1/25-2/9 

Pl.\flS Update Deadline 
1/25-2/9 

SubmitBES Incentive 
Report Dated 211 

SubmitJan Health Care 

4 5 6 
Notify PSB of any Pl.\flS 

Changes affecting 
1/25-2/9 Pay 

Bi-Wkly VRC 1118-1/31 

Wage VDEM 119 - 1122 

PapeJWOrk FCMV 1/14-1127 

Deadline DOF 1110- 1/23 

Reward Discrepancy Report 
(PM4405) dated 211 required 

for Jan Health Care 
Reconciliation 

Bi-Wkly VRC 1/18- 1131 

Wage VDEM 119 - 1122 

Cert FCMV 1114- 1/27 

Deadline DOF 1/10 ­ 1/23 

VRC 1/18- 1/31 
Bi-Wkly VDEM 119 - 1122 

Wage FCMV 1114- 1/27
PayDay DOF 1110- 1123 

VSP 1/11- 1/24 VSP 1/11- 1/24 VSP 1/11 ­ 1124 

9 10 11 12 13 Semi-Monthly 

Payroll Certification 
Deadline 1/25-2/9 

Distribute Payment 
Listings & Checks 

Leave Keying Deadline 
1/25-2/9 

Employee 
PayDay 

Leave Paperwork Deadline 
to Agencies 2015 Exempt W4s 

1/25-2!9 due from employees 

Bi-Wkly 
VRC 2/1 - 2114 
VDEM 1/23 ­ 215 

w~ FCMV 1128- 2110 
PapeJWOik DOF 1/24- 2/6
Deadlin! VSP 1/25- 2n 

Bi-Wkly DFP 
Wage 1122- 2/4 

Paperwork DOE &VITA 
Deadline 1/19- 2/1 

Bi-Wkly DFP 
Wage 1122- 214 
Cert DOE &VITA 

Deadline 1119-2/1 

DFP
Bi-Wkly 1/22- 2/4 

Wage 
DOE&V!TAPay Day 1/19- 2/1 

16 17 18 19 20 
George Washington Semi-monthly Salaried & NotifyPSB 

Holiday Wage PayrollPapeJWOrk 
Deadline 2110-2/24 

of any Pl.\flS 
Changes affecting 

2/10-2/24 Pay 

Pl.\flS Update Deadline 
2/10-2/24 

Bi-Wkly 
VRC 2/1 - 2/14 

Wage 
VDEM 1123- 215 

Cert FCMV 1128- 2110 

Deadline DOF 1/24- 2/6 

VRC 2/1 - 2/14 
Bi-Wkly VDEM 1123- 215 

Wage FCMV 1128- 2110 
PayDay DOF 1124- 216 

VSP 1/25- 217 VSP 1125- 217 

23 24 25 26 27 
Payroll Certification Distribute Payment Leave Keying Deadline January Healthcare 
Deadline 2/10-2/24 Listings & Checks 

to Agencies 
2/10-2/24 Certification Due 

Leave Paperwork Deadline Semi-Monthly 
2110-2/24 Employee 

PayDay 

Bi-Wkly DFP 
Wage 215- 2/18 

Bi-Wkly DFP 

Wage 2/5 - 2/18 
DFP 

Bi-Wkly 215 - 2/18 
Paperwork DOE &VITA
Deadline 2/2- 2/15 

Cert DOE&V!TA 
Deadline 2/2-2/15 

Wage 
DOE&VITAPay Day 2/2- 2/15 

112312015 11 :43 AM 




