
 
  

  

 

 

IN LIEU  VACATION – PAY REQUEST
Note: An emp loyee requesting vacation p ay in lieu of taking vacation may be p aid a maximum of 100 hours p er year p roviding 
the emp loyee has an accrued vacation leave balance of 80 hours or more at the time of the request.

The time request must be ap proved by Human Resources.

Date: ________________________

I______________________________, hereby request _______ hours in lieu of taking _______ hours of my vacation, to be
p aid with the p ay p eriod ending __________________________________________.

Approved:
Director of Business Operations
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