Haywood Community College

Request for “Bonus” Leave
This form should be used only for requests to use “Bonus” leave.
“Bonus” leave accounting is entirely a manual (paper copy) system and is completely separate from the electronic leave system.  Never enter into the electronic system leave which is requested by using this form.  
“Bonus” leave requests must be approved in advance by the appropriate manager/supervisor, and submitted to the Personnel Office by the 15th of each month.  This leave may be used for any purpose for which regular vacation leave is used, and shall be charged in units of time consistent with regular vacation leave guidelines (hours).  Employees shall determine whether to charge approved leave to regular vacation leave (electronic system) or “Bonus” leave (manual system).
As this is a manual system, “Bonus” leave balances will not be shown on payroll checks; inquiries regarding Bonus leave balances should be directed to the Personnel Office.  
Employee Name:

_________________________________________

Department:               

_________________________________________

Supervisor:       
            
_________________________________________

Requested Leave Dates and Amount of Leave Requested:
                                         List Date(s):
                                    

 List Hours:

_______________________________

_______________
_______________________________

_______________
_______________________________

_______________

_______________________________

_______________

_______________________________

_______________

Employee’s Signature:

___________________________  Date:
____________

Supervisor’s Signature:

___________________________  Date:      ____________
