When your organization shifts to semi-monthly or biweekly employee payments, the work does not start on
payday. It starts the moment you begin communicating what will change, who will be affected, and what people
should expect in their next few paychecks. If you get the announcement right, the transition feels routine. If you
get it wrong, you will spend weeks answering the same questions, fielding avoidable payroll support tickets, and

trying to calm employees who think something is broken.

Semi-monthly and biweekly schedules are close enough that they're often treated as “basically the same,” but they
behave differently on real calendars. That difference matters for earnings timing, deductions, overtime reporting
cutoffs, benefits deductions that are tied to pay frequency, and even employee expectations about how predictable

their paycheck amount will be from month to month.

Below is a practical way to prepare employee announcements that stand up to scrutiny, reduce confusion, and

prevent payroll operations from getting buried in questions.

First, name the change clearly, not vaguely

One of the most common communication failures is the use of imprecise language. "We're updating our payroll
schedule” sounds harmless. “Your pay frequency will change” is clearer, but still incomplete. Employees are not

asking for process improvement. They want to know what happens to their pay dates and their paychecks.

Start by stating the new cadence and comparing it to the old one in plain terms. If you're moving from monthly to
semi-monthly, the change is obvious. If you're moving from biweekly to semi-monthly, the change is also
straightforward, but the pay date pattern shifts. If you're moving from semi-monthly to biweekly, you can expect a
specific kind of anxiety because employees see fewer paychecks in a month but may still expect similar “monthly

rhythm” deductions like retirement contributions.

The goal of the first announcement is not to teach payroll. It is to set expectations: what employees should do

differently, what they do not need to do, and what will happen to their pay timing.

In practice, you'll get better results if you include one concrete example. For instance, if an employee usually
receives a paycheck on the last business day of the month, tell them the first new pay date will be on a mid-month
date and then a second mid-to-late month date. If it's biweekly, tell them the new schedule lands every other

Friday (or whatever day you use) and that some months will include three pay periods instead of two.

Those details reduce uncertainty more effectively than any reassuring sentence.

Understand the calendar math before you write a word

Payroll calendars are where good intentions fail. Two organizations can both say “biweekly” and still create a
different experience if one aligns pay periods to specific workweeks while the other aligns them to payroll

processing rules.

If you do not already have the finalized pay period and cutoff dates, do not publish an announcement that
depends on assumptions. Employees will measure your message against the calendar in front of them, not against

your internal logic.

For semi-monthly, you typically have two pay dates each month. Pay periods still have start and end dates, but
the month’s length does not change the count of pay dates. That makes semi-monthly emotionally simpler:

people get paid twice, always.



Biweekly is different. Every other week creates about 26 pay dates per year. Employees often notice that in some
months they receive three paychecks instead of two. That can be a feature, but it also triggers questions: "Why is

my deduction different?” "Did | get extra hours paid?” “Is something wrong?”

To prepare announcements, you need to know how your system handles the “extra” biweekly pay period months.
semi-monthly vs bi-weekly differences If the third paycheck is smaller because of processing rules or a truncated
pay period at rollout, employees will ask. If it is larger because of timing of overtime or commissions, employees

may interpret it as a mistake. Neither reaction is irrational; they are common.

Before writing communications, confirm these internal facts and document them for your HR and payroll support

team:

* the first pay date under the new schedule

* the first pay period start and end dates that employees can reference

* the payroll cutoff date and time for timesheets, approvals, and adjustments

® the impact on overtime, bonuses, commissions, and any variable pay components

* whether benefits and deductions are taken per pay event or converted to monthly equivalents and then

allocated

You do not need to publish all of that to employees, but you do need it to respond quickly and consistently when

employees ask.

Decide what employees must do, and what they can ignore

A well-run announcement tells people where they have responsibility and where they do not. Many payroll
communications try to be comprehensive, and employees read them as “everything might change.” That increases

stress.
Instead, separate tasks into three buckets, even if you never label them in a list:

1. "Do nothing” items, like continuing to submit timesheets through the normal workflow.
2. "Do this differently” items, like changes to submission deadlines or approval timelines.

3. “Expect this outcome” items, like pay dates moving to new Fridays or new mid-month dates.

The tricky part is that semi-monthly and biweekly changes often shift timesheet cutoffs and approval windows. If
you keep internal deadlines the same while changing pay dates, you can accidentally create the impression that
submitted hours will be paid late or not at all. If you change timesheet cutoffs but do not explain that change,

employees will still submit at the old time and then blame payroll when the hours appear on a later paycheck.

A practical way to write this section is to phrase it as a direct expectation: “Timesheets submitted by X cutoff will be
included in the Y pay date. Timesheets submitted after that time are processed for the next pay date.” Keep the

cutoff in local time and specify whether it is end of day or end of business.

If you can, include a single “watch out” example for a common scenario. For instance, if your cutoff is noon on the
day before processing, employees working late shifts or across time zones might miss it. Mention that explicitly,

especially for remote staff.

Talk about paycheck behavior honestly, especially variable pay

Employees do not experience payroll as a technical system. They experience it as a paycheck. When you change

pay frequency, the timing of variable compensation and deductions becomes more visible.
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Here are a few categories that commonly surprise employees:

e overtime: if the overtime cutoff aligns to a different pay period, overtime may appear on a different paycheck

than the employee expects
® commissions or bonuses: some plans pay on a schedule tied to revenue recognition or approvals rather than
pure pay periods

* reimbursements: expense reimbursements often have their own processing cycle, so they can show up

“around” pay dates without matching them

* benefits deductions: depending on how the benefit payroll rules are set up, deductions may be taken more

frequently but lower per event, or taken less frequently but larger per event

You do not need to explain benefit plan rules in the announcement. You do need to avoid language that implies
identical paycheck patterns. If you promise “your total pay will remain the same,” that is usually true for an hourly
employee working the same hours. But it might not be true for an employee who changes how quickly overtime

approvals land, or for someone whose commission payout schedule is tied to sales reporting cycles.

What works better is a careful statement of what will remain consistent versus what might shift. For example: base
pay will be consistent for the hours worked. However, the paycheck that includes those hours may move to a

different pay date because pay periods realign.

This is one place where you can build trust. Employees may still feel annoyed about the inconvenience of timing
changes, but they are less likely to panic if you acknowledge how timing can move even when the underlying

value does not.

Use a rollout plan, not a one-shot announcement

People think HR announcements are one message sent once. In practice, the transition requires a sequence,

because questions arrive in waves.
A workable rollout pattern often looks like this:

® a"heads up” announcement that states the new schedule and the approximate effective date
* asecond message with the first set of pay dates and the new timesheet cutoff behavior

® a “go time” message closer to the first pay date with links to the schedule and where to ask questions

If you do this, you reduce the volume of repetitive inbound messages. Employees who missed the first
announcement can catch up from the second or third. Meanwhile, payroll support staff can point employees to

the most current communication rather than answering from memory.

Your internal operations team should also receive the same content, plus an FAQ draft. If HR and payroll
communicate differently, employees will notice. Even a small mismatch like “cutoff is 5 pm” versus “cutoff is end of

day” erodes confidence.

Draft employee-facing language that prevents the usual
misunderstandings

Avoid vague comfort statements. Phrases like “nothing changes for you” tend to trigger disbelief, because

employees will still see different pay dates and possibly different paycheck amounts.

Instead, focus on clarity: new pay dates, new cutoff dates, and where to find the schedule. When you include

numbers, be precise and use the same format everywhere, including for time of day.



A short, well-designed employee message often includes these elements:

o effective date of the new payroll schedule

e first pay date under the new schedule

* where to find the full pay schedule (link, portal location, or posted calendar)
* timesheet cutoff reminder and how late submissions are handled

® a clear instruction for questions and support (email address, ticket form, or help desk)

If your organization uses a payroll portal that shows “next scheduled pay date” and “current pay period,” reference

it. Employees like having one authoritative place to check.

A compact cutoff reminder that works

If you're moving to a biweekly schedule, some employees will assume that since pay happens every other Friday,
timesheets must be submitted two days earlier than before. That assumption is often wrong because payroll
processing might still occur on a different internal cadence. The safest communication ties the timesheet deadline

directly to the pay date you're asking them to care about.

For example, “Timesheets must be submitted and approved by Thursday at 5:00 pm to be included in the Friday
pay date.” That single sentence reduces uncertainty immediately. It also helps managers interpret late submissions

consistently.

Prepare managers, because they become your front line

The manager is often the employee’s first stop for questions. Even if you publish a detailed announcement, a

manager will answer with whatever they understand, and that becomes the employee's reality.

Before you send anything broadly, brief managers with the key timeline: what changes, when, and how to handle

timesheet questions. Managers do not need payroll system details, but they do need two things:

* what to tell employees who ask “will my hours be paid on the next paycheck?”
* what to tell employees who ask “why is my paycheck different?”
When managers get these questions wrong, payroll ends up correcting their statements. That is preventable with

a short manager-focused briefing that mirrors your employee-facing message, including the cutoff and the

support path.

If you have a manager newsletter or a short recurring meeting, include a script. A script is not about being robotic.

It standardizes the response and keeps you from having five different explanations flying around at once.

Quick internal manager checklist (useful for HR and payroll handoff)

® Confirm the first pay date and how it maps to the first pay period

* Confirm the timesheet cutoff time and the time zone it uses

® Confirm how late timesheets are shifted to the next pay date

® Confirm what happens to overtime when approvals land after cutoff

e Share the single link or location for the pay schedule calendar

Include an FAQ, but keep it grounded



A good FAQ is not a list of every question someone could ask. It is a list of the questions you already know are

coming based on your process.
Without turning your page into a wall of text, focus on the highest-volume items. Employees typically ask:

® When will | receive my first paycheck under the new schedule?
* Why did my pay date move earlier or later than | expected?
® Why is there an adjustment or difference in this paycheck?
® What is the new timesheet submission deadline?
® Where can | verify pay periods and pay dates?
You can put these in an FAQ format on your internal portal or attach them to the announcement as a second

section. The key is to keep the wording consistent with the main announcement. If the announcement says cutoff

is 5:00 pm Thursday, do not let the FAQ say “end of business Thursday.”

Consistency is how you prevent staff from improvising.

Handle the edges that create panic

Most rollouts fail not on the smooth days, but on the days when something unusual happens. A semi-monthly or
biweekly schedule change can interact with holidays, system maintenance windows, and employee time zone

differences.
Here are common edge cases worth addressing in advance, even if you only mention them briefly:

* holidays that fall near payroll processing dates

* employees on different time zones submitting timesheets “late” relative to the cutoff time zone
® retroactive timesheet corrections and how many days they can be edited

* employees who transfer mid-period and have different work locations or pay rules

* employees moving between hourly and salaried classifications around rollout

You do not need to publish every rule, but you should give enough guidance that employees can predict what will

happen. If you do not, they will assume the worst and demand manual fixes.

Two pitfalls to explicitly plan for

* Paycheck “size” confusion: Biweekly months with three pay dates can make employees think deductions are
wrong, even when they are simply occurring more frequently.
® Cutoff time misunderstandings: A clear time of day and time zone prevents “but | submitted before

midnight” problems.

Build trust with employee-specific reassurance

Generic announcements are necessary, but you can improve them by adding a layer of reassurance tailored to

employee categories.

Hourly employees care semi monthly vs bi weekly about timesheets, overtime, and the relationship between
hours worked and pay date. Salaried employees care about whether their paycheck is still “stable” and whether
deductions change in any noticeable way. Employees with commissions care about whether commissions are still

calculated during the same sales window and how quickly they appear.
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You do not need separate documents for every category, but you can write one announcement with targeted

paragraphs. That avoids the “everything applies to everyone” confusion.

A short example: “If you are paid hourly, please note the timesheet cutoff changes. If you are salaried, your base
pay remains consistent, but any variable earnings may appear on a different pay date due to pay period

realignment.”

That single sentence often prevents a flood of “I'm salaried and my date changed” questions.

Provide a simple way to verify pay dates and periods

Employees trust what they can verify. If you give them one place to check, you reduce support volume. This is

where your payroll calendar matters.

Ideally, you offer a link to a pay schedule that shows:
® pay dates
® pay periods
e cutoff dates (or at least submission deadlines)

* holiday notes if they affect processing

If your calendar cannot include cutoff times, at least link to a page where cutoff guidance is written clearly.
Employees interpret calendars differently than payroll does, so your cutoff instructions should also be explicit in

text.

A small but effective habit is to include a “next two pay dates” snippet in the announcement, even when the full

schedule is linked. Employees want a fast confirmation that they do not need to hunt for the first upcoming date.

Coordinate payroll operations and HR so questions land once

A schedule change generates questions. That part is unavoidable. What you control is whether those questions

generate repeat work.
Set expectations internally:

* Who answers pay date questions
* Who answers timesheet cutoff questions
® Who handles paycheck adjustments or corrected entries

* Who escalates system issues

If you do not assign ownership, different teams will respond differently. Employees will compare the answers and

decide your system is inconsistent.

It is also worth preparing one “what to do when someone says they didn't get paid correctly” workflow. Even if

you cannot promise outcomes, you can promise a consistent process. That matters when people are worried.

Timing the communications matters more than people think

Send the first announcement early enough for employees to change their habits. If the change affects timesheet

cutoffs, you need to give employees at least one pay cycle worth of notice.



If you send it too late, you will hear “I didn't know" even from employees who could have checked. That becomes

an emotional argument, not a process one. The earlier you communicate, the fewer of those arguments you face.

At the same time, do not send five different messages in a single week with conflicting details. Employees stop

trusting the last email if it contradicts the one from two days earlier.

A good approach is to maintain one “source of truth” and update it. If you must change anything, send a
correction message that points to the revised calendar, and include what changed. Keep the correction short.

People do not want a narrative; they want the updated dates.

A realistic example of what employees notice

Imagine an hourly employee, Maya, who has always had a paycheck near the last week of the month. Under the
new biweekly schedule, her first paycheck arrives on a Friday that used to be a normal day off. She looks at her
timesheets and expects her hours from last week to have been included. They were, but because the pay period

ended earlier than she realized, those hours appear on her next paycheck.

What does Maya need from you? Not a technical explanation of pay periods. She needs to understand the cutoff.
If your announcement clearly states the cutoff time and which pay date includes which period, her confusion
becomes a quick check and a simple adjustment. If your announcement says “pay periods will be realigned,” Maya

sees that as a reason for delays.

That is why the most effective communications are the ones that connect work performed to the pay date

employees can expect.

Keep the tone neutral, but the details specific

Neutral does not mean boring. It means you avoid hype, panic language, and vague reassurance. The details do

the heavy lifting.
When you write, focus on specifics:

® exact pay dates where possible
e exact cutoff times and time zones
¢ where to find the full schedule

* what to do if there is an issue

Even employees who never read policy documents read calendars closely. They notice if your message says one
day and the calendar says another. They notice if cutoff is written differently across channels. They notice if
support contact details change between the main email and the follow-up FAQ. Those are the small inconsistencies

that become big frustrations.

Plan for the first month after the change

Your communications do not end on rollout day. The first month after the new schedule starts is when you should
watch for patterns: what questions come up repeatedly, what wording causes confusion, what employees interpret

incorrectly.

If you see a repeat theme, update your FAQ or send a targeted clarification. For example, if many employees ask

why a paycheck seems smaller in a specific period, it might reflect a timing change in overtime approvals or an



adjustment in benefits deduction allocation. You cannot always correct the underlying issue quickly, but you can

correct the understanding quickly.

This is also the time to remind employees where to check. A gentle “please verify pay dates using the payroll

calendar” message can reduce support volume without sounding like you are blaming employees.

Make the announcement usable for both employees and HR
responders

Finally, write the announcement so it is easy for HR and payroll staff to reference when they get pulled into

conversations. If the language is confusing to a manager, it will be confusing to an employee.
Before you publish, read it as if you have no context. Ask:

® Can someone identify their first new pay date within a minute?
® (Can someone identify the timesheet deadline that determines whether their hours make it into that payday?
® Does the message clearly explain what changed and what did not?

® Are the support instructions obvious?
If you can answer those questions, your announcement is doing its job.

And when you run this kind of rollout more than once in an organization, you learn that the best communications
are the ones that reduce human interpretation. Semi-monthly and biweekly schedules create calendar complexity,
and your employees deserve a message that meets them where they already are, on their calendars, their

timesheets, and their payday expectations.



