REQUEST TO ADVANCE UNEARNED 
OR BANKED VACATION LEAVE 
& 
AUTHORIZATION FOR PAYROLL DEDUCTION
___________________________________

           ________________

Employee Name
 (Please Print)



PSU ID #

I request the advance use of ____________ hours of vacation leave for the inclement weather closures in December 2008.  I understand that these leave hours are borrowed from the vacation leave to be credited to me after having completed trial service and/or after earning future vacation leave accruals.  I further understand that if my employment is terminated for any reason before this advance vacation leave has been earned in full, I will be in an overpaid status, and I authorize PSU to deduct the remaining vacation leave advance from my final payroll check.  If there are insufficient funds in the final payroll check to satisfy the repayment of the remaining advanced leave balance, I will repay the University for the amount owed. 
___________________________________


________________

Employee Signature





Date

___________________________________


________________

Supervisor Approval





Date

After the form is completed, please staple the form to your timesheet and return it to Human Resources at 1600 SW 4th Avenue Suite 518 or fax to 503-725-5896.
Rev. 12/31/08
