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We have important information to share with you regarding our payroll cutoff schedule.  

When is my payroll information due to Keen & Company for Payroll Processing?

The cut-off time to submit your payroll is 10 AM CST at least two banking days before the paycheck date. Please see the following payroll cut-off schedule:

	Paycheck Date
	Payroll Cut-Off Time

	Friday
	10 AM CST Wednesday

	Thursday
	10 AM CST Tuesday

	Wednesday
	10 AM CST Monday

	Tuesday
	10 AM CST Friday

	Monday
	10 AM CST Thursday



[bookmark: _Hlk519160335]Payroll submitted after the cut-off time will be processed on the next banking day and paid two banking days after that unless you authorize an expedite fee.  Expedite fees are currently a minimum of $100 and a maximum of $200.   The amount varies as our ACH processor’s expedite fees vary with the dollar amount of each payroll.

Payroll Email Distribution List:  payroll@keenandcompany.com
Accounting and Payroll manager:  terri@keenandcompany.com



