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 PREPARING OFFICE: 

   HUMAN RESOURCES 

 

 I. PURPOSE: 

 

  To establish procedure to be used when holidays fall on a Saturday or a Sunday. 

 

 II. PERSONNEL AFFECTED: 

 

  Personnel employed on a twelve-month basis. 

 

 III. PROCEDURE: 

 

   In the event that a holiday listed in the policy falls on a weekend, the day preceding or 

following the official holiday will be the observed holiday.  If the official holiday falls 

on a Saturday, then the preceding Friday will be the observed holiday.  If the official 

holiday falls on a Sunday, then the following Monday will be the observed holiday. 


