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I. Purpose

The State Personnel Act permits all State agencies to allow 11 holidays during a given 
twelve-month period for all classified and contractual eleven- and twelve-month 
personnel.  The revised holiday schedule for 1999 is attached for your information.

II. Procedure

All services and employees necessary for payroll, security, maintenance, 
communication, computer, limited postal service, and safety will be maintained.  Any 
other work activities must be approved, in writing, by the respective Vice President and
the President.  Supervisors are responsible for rotating assignments throughout their work
force and assuring that arrangements are made for those persons who work during the holiday
to take compensatory leave after January 4, 1999.  Additionally, in compliance 
with Personnel Policy, this schedule does not apply to hourly/part-time employees whose
compensation is determined by the hours actually worked.

APPROVED BY:  __________________________
      President

DATE:       ___________________________


