SCHEDULE FOR SUBMISSION OF PAY REQUESTS

(Letters of Appointments)  2010 

	MONTH
	pAY rEQUEST

DUE  at 

HR OFFICE
	SIGNED LOA 

DUE BACK AT 

HR OFFICE
	PAY DATE

	January 
	01/06/10
	01/21/10
	01/29/10

	February
	02/02/10
	02/19/10
	02/26/10

	March
	03/03/10
	03/24/10
	03/31/10

	          April
	04/05/10
	04/23/10
	04/30/10

	May
	05/05/10
	05/21/10
	05/28/10

	June
	06/03/10
	06/23/10
	06/30/10

	July
	07/06/10
	07/23/10
	07/30/10

	August
	08/04/10
	08/24/10
	08/31/10

	September
	09/03/10
	09/23/10
	09/30/10

	October
	10/04/10
	10/21/10
	10/28/10

	November
	11/02/10
	11/22/10
	11/30/10

	December
	12/03/10
	12/23/10
	12/30/10


All payment requests must be complete when received in the Human Resources Office.  Incomplete requests will be returned to the department which may delay processing until the following month.

Any payment request received after the above deadlines will be processed for the following month pay date.

