9/1/03 Vacation Accrual Balance Funding

(Upon Transfer to New Department, Termination or Funding)

This form must be filled out and submitted to the Controller’s Office LD Coordinator upon transfer or termination, or when a department wishes to fund the accrual balance, for an employee whose 9/1/03 accrued vacation hours have not previously been funded. Fill in the un-shaded areas only.

The department must supply the PTA(s) and allocation %s or dollars to be charged for the employee’s 9/1/03 accrued vacation balance. To obtain the accrued vacation hours you should contact your unit's Budget Officer or the Controller’s Office LD Coordinator. 

	PREPARER
	By submitting this form, preparer certifies that he/she is authorized to charge the above PTAs for 9/1/03 accrued vacation balance.

	Name (Please Print)
	

	Department
	

	Title
	

	Phone
	

	Email
	


It may be necessary, particularly when sponsored projects are involved, to allocate a portion of the 9/1/03 vacation balance to restricted PTAs for which the employee worked prior to 9/1/03. A link to the Vacation Accrual template, which can be used to help calculate the allocation to sponsored accounts, is available at http://fingate.stanford.edu/docs/vacation_accrual.xls. 

	9/1/03 VACATION FUNDING: 
Department must supply PTA(s) and allocation %s or $ to be charged for the employee’s 9/1/03 accrued vacation balance.

	EMPLOYEE INFORMATION

Name (Last, First, Middle) 

_________________________ _________________________ ____________      


	Employee ID

________________________

	Termination/Transfer Effective Date:

                                                                   ____/_____/_____
	

	To be completed by Controller’s Office LD Coordinator

Accrued Vacation Hours at  9/1/03 _____________
	9/1/03 Vacation Accrual Balance Allocated
	Allocation %

Or $ Amount
	P

7 digits
	T
up to 8 digits
	A

5 digits

	X Hourly Rate   _____________
	
	
	
	
	

	
	
	
	
	
	

	= 9/1/03 Vacation Accrual Balance($)_____________
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Return this form to LD Coordinator in the Controller’s Office (MC 8440) or LD_Coordinator1@lists.stanford.edu 
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