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SANTA CRUZ, CALIFORNIA  95064
 

[Reaching Maximum Vacation Accrual]

[This notice should be used by the HRSTR to notify the employee that they will reach their maximum vacation accrual within 60 to 90 days per PPSM policy and collective bargaining agreement.]

[Note: if collective bargaining agreement stipulates a different extension period than four months, please make the correct adjustments in the letter.]

Note: Supervisor denial template provided at bottom of letter.
[Date]

[Employee Name]




[Employee Title, Department, Unit Name]

Dear [Employee Name],

Re: Reaching Maximum Vacation Accrual

This notice is to inform you that you will reach your maximum vacation accrual of [number] hours on [date]. 

Please make arrangements with your supervisor to schedule vacation so you do not exceed your maximum.  If your supervisor denies your vacation request due to operational considerations, I will need to receive the denial in writing via email or fax (see template below).  

If your vacation request is denied, per PPSM policy and/or collective bargaining agreement, an exception will be granted allowing you an additional four (4) months to bring your vacation balance below the maximum.  During this timeframe, your vacation will continue to accrue separately from your regular balance.
Once you have reached your maximum accrual, or your extension period has ended and you have not reduced your balance (including hours accrued during the extension period) below the maximum accrual, future accruals will be suspended until you have once again gone below your maximum.  

If you have any questions, please contact me at [contact information].

Sincerely,

[HRSTR Name/Title]

Cc:
HR Partner

Supervisor


File
********************************************************************************************
(Supervisor may fax or copy and paste template into an email.)
The above referenced employee has requested to use _______ hours of vacation.  Due to operational considerations, I am currently unable to approve the request.  Please begin the appropriate extension period.  During this time, I will work with the employee to schedule vacation sufficient to reduce his/her bank below the minimum.

_________________________________

_____________________

Supervisor Name




     Date
 ASK    
2/28/2011
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