DATE
Dear NAME Staff
Re: Payroll processing system change – June 1, 2025
In June, we are transitioning from Paychex to a new system, Paylocity. We are excited about the benefits of this change! As mandated by the diocesan offices, this transition includes changing to biweekly payroll. This means starting in June, the number of pay periods per year increases from 24 to 26. Please review the following information to understand how this change will affect your pay.

1. New Pay Periods:
· Contracted Staff:
· 24-25 Contract Year: After your paycheck on (enter your last Paychex paycheck date), your final 4 pay dates will be June 13th, June 27th, July 11th and July 25th.  
· 25-26 Contract Year: Your annual salary will be split across 26 pay periods per year instead of 24. See more information below.
· At-Will (Not Contracted) Staff:
· We will be transitioning in the beginning of June. You will receive a paycheck as normal on (enter your last paycheck from paychex date). 
· Our first pay period in Paylocity will cover the dates from (enter your dates for first pay period). 
· The first paycheck from Paylocity will be on June 13th for the pay period mentioned above.  This paycheck will be prorated to reflect the shorter time period mentioned above.
· From that point on:
· Exempt, Salaried Employees: you will be paid the same, salaried amount every other Friday for the two-week calculation.
· Non-Exempt, Hourly Employees: you will be paid every other Friday for the hours worked during the previous two weeks.
· Non-Exempt, Salaried Employees: you will be paid the same, salaried amount every other Friday for the two-week calculation as well as any additional overtime for any hours worked over 40 in a week (Sun-Sat).

2. Pay Calculations:
· For all employees, this change will result in a slight adjustment in the gross amount of each paycheck. 
· Contracted Staff:
· Beginning in August, your annual salary will be divided by 26 instead of 24. 
· Salaried Employees:
· Your annual salary will be adjusted to meet the two-week pay period calculation. 
· Hourly Employees: 
· Your hours worked will be processed on a biweekly basis under the new schedule.

3. Budgeting & Deductions:
· Budgeting: Please note, for non-contracted staff, your June 13th paycheck will be less than your normal paycheck. Please plan accordingly.
· For all employees, the change in paycheck frequency may require some adjustments in your personal budget. Although the total annual pay remains the same for salaried employees, and hourly employees will be paid for all hours worked, the distribution of funds will now be spread over 26 pay periods with less days in each pay period.
· Deductions: Any recurring deductions (such as retirement contributions, health insurance premiums, etc.) will be recalculated, if necessary, based on the new 26-period schedule.  We advise you to speak with your tax/financial advisor regarding any deduction changes.
4. Transition Support:
· We understand that changes in payroll systems can raise questions or concerns. Our staff as well as diocesan staff are available to assist you during this transition.
5. Next Steps:
· Communications regarding training, questions, and pay schedule will be provided.
We encourage you to review the forthcoming materials and reach out with any questions you may have. We appreciate your attention to this important update and thank you for your continued dedication to your school community. 
Sincerely,
	

