
 

Chico State Enterprises Announcements  
Thursday, December 12, 2024 

 

 
Dear CSE Employees, 
 
The following instructions are provided for timesheet submissions for the winter break. Happy Holidays! 

 
December 16-31 Timesheet Due Date 
Due to the campus closure, December 16th-31st timesheets will now be due Thursday, December 19th. 

 
Campus Closure 
Chico State Enterprises (CSE) will mirror the campus’ holiday schedule for the upcoming Winter Break, which 
has been extended to include Tuesday, December 24, 2024. Therefore, the campus and CSE will be closed 
from December 23, 2024 – December 29, 2024. 

 
Benefited Hourly Timesheet - Holiday and PTO Hours 
Holiday hours are available only to benefited employees. Holiday hours (December 23, 25, 26, 27) should 
be entered in the Holiday/Rescheduled Holiday column on the timesheet. 
 
Hours for December 24th should be entered in the PTO column on the timesheet. 

 
Example (benefited timesheet) 

          

2024 Winter Break Closure and Timesheet Due Date 



 

Benefited Exempt Salary Timesheet - Holiday and PTO Hours 
Holiday hours (December 23, 25, 26, 27) should be entered in the Holiday/Rescheduled Holiday row on 
the timesheet. 

 
Hours for December 24th should be entered in the PTO row on the timesheet. 

 
Example (Salaried Timesheet)    

 
 

 
Please contact csepayroll@csuchico.edu for any questions. 
 
Thank you. 
 
The CSE Human Resources and Payroll Team 
 

 

 

 

Manage Email Preferences 
All Chico State Enterprises (CSE) employees, project directors, and authorized signers on CSE accounts receive CSE 

Announcements via email and cannot opt out. 

• If you are no longer an active CSE employee, please notify CSE Human Resources via email. 

• If you are no longer a project director and would like your name removed or wish to add administrative staff to the 
distribution list, please email CSE Announcements with appropriate instructions. 

• CSE Announcements can also be accessed via the CSE News and Information page. 
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