
In preparation for the busy payroll week we anticipate for Thanksgiving, we are reaching out 
to all our clients about the schedule for processing payroll. 

Since our o�ce will be closed on Thursday and Friday next week, we would like to inquire what 
your plans are for next week. 

 Will you be closed Thursday or Friday or both?
 Do you plan to change your regular payroll check date for the holiday?

If your answer to either of these questions is YES, then please let us know now so we can plan! 
Payroll submission cuto� for Friday check date is normally Wednesday by noon. 
However, because we are processing everything we’d normally do in a week in three days we are 
moving that up to 10am. If at all possible, please send your payroll in early. The earlier the better! 

We’d like to avoid a mass amount of payrolls being submitted on Wednesday so any assistance 
you can give us would be much appreciated. Some of you may be going through open enrollment 
as well. Remember, any payroll that has bene�ts changes will take twice as long because it will 
need to be reviewed in house before it goes to you. 

Friday is NOT a bank holiday so those of you that would like to keep your Friday check date you 
may do so.

Semi-monthly and monthly payrolls, please keep in mind that if your check date falls on 
Monday, December 1st you still need to process payroll on WEDNESDAY. If you cannot meet this 
time frame, we will need to push back your check date and it will be processed on Monday. 
Again, please let us know if this applies to you. Any payrolls dated for the 2nd can be processed 
on Monday for the following day. 

Keep in mind, that Thursday is a bank holiday as well as a Fedex holiday. Due to the holidays 
and the possibility of inclement weather, we cannot guarantee next day delivery due to any FedEx 
delays. As we get closer to the holidays, please be patient with us. Let’s get payroll taken care 
of and out of the way so we can enjoy our holiday.

Thank you, 

eESI Payroll Administrative Team

 


