WP_DATA\payroll\FORMS\VACbuy


PRIVATE 
DATE SENT TO PAYROLL ______________ ID NUMBER ________tc  \l 5 "DATE SENT TO PAYROLL _________________
ID NUMBER ________"

PRIVATE 

ABILITIES FIRST, INC.



70 OVEROCKER ROAD


POUGHKEEPSIE, NY 12603

REQUEST FOR VACATION BUY BACK
TO:

PAYROLL DEPARTMENT

FROM:
__________________________________

______________



PLEASE PRINT






DEPARTMENT
At the end of each employment year, employees may choose to sell back up to five (5) days of vacation time at the prevailing hourly rate.  

Anniversary Date of Employment:_______________________________________

Number of Vacation Days to be Converted:_______________________________









Maximum (5)
Please indicate what Pay Date you would prefer to receive this payment (must be 

within one month before or after your anniversary date)__________________

Signature:__________________________________________________________

Approved By:_______________________
AND
________________________



PAYROLL BOOKKEEPER


PAYROLL COORDINATOR/DESIGNEE


PAYROLL USE ONLY








TOOK _________ DAYS








INITIAL __________________


	  PAYROLL BOOKKEEPER





LIST DATES AND HOURS ON BACK OF FORM








PAYROLL USE ONLY


DATE STAMP WHEN RECEIVED
































INITIAL: __________________








