
 

January 
S M T W T F S 

    1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30 31 

       

 

April 
S M T W T F S 

   1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 15 16 17 18 

19 20 21 22 23 24 25 

26 27 28 29 30   

       

 

July 

S M T W T F S 
   1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 15 16 17 18 

19 20 21 22 23 24 25 

26 27 28 29 30 31  

       

 

October 

S M T W T F S 
    1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30 31 

       

 

 

February 
S M T W T F S 
1 2 3 4 5 6 7 

8 9 10 11 12 13 14 

15 16 17 18 19 20 21 

22 23 24 25 26 27 28 

       

       

 

May 

S M T W T F S 
     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

31       

 

August 

S M T W T F S 
      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26

27 

27 28 29 

30 31      

 

November 
S M T W T F S 
1 2 3 4 5 6 7 

8 9 10 11 12 13 14 

15 16

1 

17 18 19 20 21 

22 23 24 25 26 27 28 

29 30      

       

 

 

March 

S M T W T F S 
1 2 3 4 5 6 7 

8 9 10 11 12 13 14 

15 16 17 18 19 20 21 

22 23 24 25 26 27 28 

29 30 31     

       

 

June 

S M T W T F S 
 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30     

       

 

September 
S M T W T F S 

  1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22   24 25 26 

27 28 29 30    

       

 

December 
S M T W T F S 

  1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 31   

       

 

 

 

 

 
Pay Period End Date 

 
Pay Date 

 PAF due date from dept. to 

HR 

 Employee timesheet due by 

5pm* 

 All timesheet approvals due 

Monday by 5 pm  

 Early timesheet approval by 

5pm 

*Employees working weekends shall 

submit timecards at end of their shift on 

Sat/Sun. 

  

Recognized City Holidays 
Jan 01 New Year's Day 

v(reservedHoliday Jan 19 Martin Luther King, Jr 

Day Feb 16 Presidents' Day 

May 25 Memorial Day 

Jul 03 Independence Day 

Sep 07 Labor Day 

Nov 11 Veterans Day 

Nov 26 Thanksgiving Day 

Nov 27 Day After Thanksgiving 

Dec 24 Christmas Eve(Observed) 

Dec 25 Christmas Day 

  

  
Holidays included under 
Personal Leave Bank 
Feb 12 Lincoln’s Birthday 

v(reservedHoliday Apr 3 Good Friday (4 hours) 

Sep 9 Admission Day 

 The employee’s birthday 
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