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ADMINISTRATOR’S VACATION REQUEST FORM

Name:      

Department:      


Today’s Date:      
I request authorization to be absent on the following date(s):

     

I have arranged for coverage of significant transactions, which may occur in my absence.






 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Please indicate the number of vacation days that you have already used this year.

	JAN.
	FEB.
	MARCH
	APRIL
	MAY
	JUNE

	    
	    
	    
	    
	    
	    

	JULY
	AUGUST
	SEPT.
	OCT.
	NOV.
	DEC.

	    
	    
	    
	    
	    
	    


TOTAL DAYS REMAINING AFTER THIS REQUEST:      
Supervisor:
  FORMCHECKBOX 
 Approved 

 FORMCHECKBOX 
Not Approved

Signature 













Vacation Policy

Administrators earn 22 days of vacation annually.  This vacation is accrued at the rate of 1.83 days per month, commencing January of each year.  Ordinarily, unused vacation may not be carried over from one year to the next.  Exceptions to this policy may be made only with the approval of the appropriate Vice President. 
Vacation Calculations:  To calculate accrued vacation time during the year, full-time administrators should multiply the monthly accrual rate (1.83) by the number of months worked.  Use the 50% rule to round up or down to the nearest half day.  If an administrator works during any part of a month, he/she accrues vacation for the entire month. Vacation time does not accrue during any period of unpaid leave nor during absences from work of one month or longer.
Example:  If an administrator worked three months, he/she would have accrued 1.83 x 3 = 5.49, or rounded up to 5 ½ days of vacation.  An administrator who worked two months would have 1.83 x 2 = 3.66, or rounded down to 3 ½ days.
