Chico State
Enterprises

Chico State Enterprises Announcements
Wednesday, December 10, 2025

2025 Winter Break Closure and Timesheet Due Date

Dear CSE Employees,

The following instructions are provided for timesheet submissions for the winter break. Happy Holidays!

Campus Closure
Chico State Enterprises (CSE) will mirror the campus holiday schedule for the 2025 Winter Break, which includes
Wednesday, December 24, 2025. Therefore, campus and CSE will be closed from December 22-28, 2025.

Campus Status during Winter Break

December 15, 2025 - January 2, 2026
Monday Tuesday Wednesday Thursday Friday

Final Exam Week (December 15 - 13)

15 16 17 18 19

Open Open Open Open Open

Incademic Workday |Academic Workday |Academic Workday |Academic Workday |Academic Workday

[22 23 24 25 26

IClosed IClosed Holiday Closure®™  |Closed Closed

Holiday - Holiday - Informal Time Off |Holiday - Holiday -

Indigenous Peoples’ |Lincoln’s Birthday Christmas Day President’s Day

Day Rescheduled  [Rescheduled Observed Rescheduled

29 30 31 1 2

Open (Open Open Closed Open

|Incademic Workday |Academic Workday |Academic Workday |Holiday - \Winter Session
New Year’s Day Begins
Observed

* Campus open with limited access for employees required to work (e.g., University Police and other personnel performing essential operations).

December 16-31 Timesheets Due 12/18

Due to the winter break closure of campus, December 16-31 timesheets will be due by 8:30 a.m. on Thursday,
December 18.

DECEMBER 2025

SUN MON TUE WED THU FRI SAT
1 2 5 4 S| 6
7 8 9 10 n 12 13
14 15 16 17 18 19 20
Timesheets Due
(12/16-12/31)
21 22 23 24 25 26 27
HOLIDAY HOLIDAY PTO HOLIDAY HOLIDAY
28 29 30 31




Benefitted Hourly Timesheet — Holiday and PTO Hours
Holiday hours are available only to benefitted employees. Holiday hours (December 22, 23, 25, 26) should be
entered in the Holiday/Rescheduled Holiday column on the timesheet.

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

Example (benefited timesheet):

TIME CLOCKED

Day Date Time In Time Out Time In Time Out Time In Time Out Regular | Overtime |Double Overtime | Sick Vacation H”““"':l;:;"“”‘“ D:;Tﬂ:' Bereavement | JuryDuty pTO

Tue 16 8.00 AM 12:00 PM 1.00PM 5.00 PM 8.00 0.00

Wed 17 8:00 AM 12:00 PM 1.00PM 5:00 PM 8.00 0.00

Thu 18 8:00 AM 12:00 PM 1:00 PM 5:00 PM 8.00 0.00

Fri 13 8:00 AM 12:00 PM 1:00 PM 5:00 PM 8.00 0.00

sat 20

sun 71

Mon 2 8.00

Tue 23 8.00

Wed 24 8.00
Thu 25 8.00

Fri 26 8.00 -

Sat 27

Sun 28
Man ) 800 AM 12.00 PM 1.00PM 5.00 P 8.00 0.00

Tue 30 8.00 AM 12:00 PM 1.00PM 5.00 PM 800 0.00
Wed 31 8:00 AM 12:00 PM 1:00 PM 5:00 PM 8.00 0.00
TOTALS 56.00 0.00 32.00 | [ [ s ]
ALL HOURS 96.00

Flat Payment Total

Benefited Exempt Salary Timesheet - Holiday and PTO Hours
Holiday hours (December 22, 23, 25, 26) should be entered in the Holiday/Rescheduled Holiday row on the
timesheet.

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

Example (salaried timesheet):

Additional Payment
1 E Bonuses, speaker fees, otherfixed amounts)

Project Object
%6 | 17 | 18 | 19 | 20 2n 27 | B u B | w6 | 27| 8| B 30 31 TOTAL Amount ($)
Number Number
Vacation
Sick Leave:
Holiday/Rescheduled
) 8.000 8.000 | 8.000 | 8.000 32.000)
Holiday Total| §
Personal Holiday
SalaryTotal
Bereavement
Additional Payment
Jury Duty
8.000 8.000
PTO
Please report all full or partial absences.
Did you work a scheduled holiday? @ N0 O ¥Es

Please contact csepayroll@csuchico.edu with 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.
e [fyou are no longer an active CSE employee, please notify CSE Human Resources via email.

e [fyou 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.

® (SE Announcements can also be accessed via the CSE News and Information page.
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