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A8. 950 Vacation Oedit Fund Transfers for Extranurally Funded
Enpl oyees

1. Pur pose

To provide adequate funding for accunul ated vacation credits
of personnel on the vacation accunulation system who are
enpl oyed on extranural |y funded projects.

2. oj ecti ves

To establish guidelines and procedures for I ncl udi ng
sufficient funds in contract/grant proposals to cover vacation
accumul ation costs, and for transferring funds from operating
accounts to appropriate vacation reserve accounts to cover
vacati on accunul ated on extramural ly funded projects.

3. Responsi bilities

The Contracts and Gants Mnagenent Ofice (CAQVD) is
responsi ble for negotiating vacation accunulation rates with
the Federal Covernnment. The Principal Investigator(Pl), wth
the assistance of the Fiscal Oficer (FO, initiates vacation
credit transfers.

4. Cui del i nes _and Pr ocedures

a. Budgeting for Vacation Accunulation in Proposals for
Extranural |l y Funded Prograns

(1) In preparing proposal budgets, the Pl nust include
appl i cabl e assessnent s to cover vacation
accumul ation entitlenents for extramurally funded
enpl oyees.
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(2) Each year, GCGVO negotiates rates for vacation
accunmul ation, wth the Federal Covernnent. The
current applicable rates are included in a Fringe

E Benefit Schedule which is distributed by CGVO (see
Attachnment A of Admnistrative Procedure A8.911).

(3 The Pl applies these rates to salaries funded by
extramural sources and includes the anount in
proposal budgets.

Vacation Accunmulation Entitlenents for Extranural ly
Funded Enpl oyees

The right of extramurally funded enpl oyees to accunul ate
vacation is covered in collective bargai ning agreenents
between the University and the respective bargaining
units. HRS, Chapter 79-5, provides for the transfer of
vacation credits when an officer or enployee of the
State is transferred from one departnent or agency to

another, and that he/she shall be given credit for
vacation earned or accunmulated and a transfer of funds
shall be nade to inplenent the enployee transfer. The

met hods of conputing vacation allowances and | unp-sum
paynments upon termnation of enploynent are stipul ated
under HRS, Chapters 79-1 and 79-7.

(1) Vacation Accunulation Entitlements which do not
require prior approval.

(a) APT, dvil Service, and Faculty (A S, R

Personnel in these categories are entitled to
accumul ate twenty-one (21) days of vacation
per calendar year up to forty-two (42) days.
Subsequently, an enployee may accumul ate not
nmore than fifteen (15) days per cal endar year
up to a maxi mum accumnul ation of ninety (90)
days.

(2) Vacation Accunul ation subject to prior approval.

The following actions require the recomendation
and approval of the PI and FO who nust certify that
the action is in the best interest of the project
and that funds are available +to ~cover the
accumul at ed vacati on days:


apm/congrant/a8911.pdf
Available Links

Reference to APM Section A8.911
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(a) Annual Accunul ation by enployees of nore than
fifteen (15) days of vacation |eave per
cal endar year after the first forty-two (42)
days of accumul ated vacation | eave.

(b) In the absence of appropriate approval, the
annual excess as specified above is subject to
forfeiture (Attachment A). Under  such
conditions, the PI with the assistance of the
FO submts UH Form 3 (PERS) to the UH
Per sonnel Ofice to delete any vacation
credits that are subject to forfeiture.

Transferring Funds to the Various Vacation Reserve

Account s

(1) Funds to cover vacation accumul ati on by
extramural |y funded enployees, not requiring prior
approval , are automatically transferred from

(2)

project operating accounts to appropriate Vacation
Reserve Accounts for extranurally funded enployees
each day period. The transferred anounts are based
on the Fringe Benefit Rate Schedul e issued by CGVO
and are credited to the follow ng vacation reserve
accounts:

(a) APT F- XX- 299- F- 812- A-361 - Federal Funds
P- XX- 280- F- 812- A-361 - Trust Funds

(b) Faculty (ARYS)
F- XX-299- F- 812- A-362 - Federal Funds
P- XX- 280- F- 812- A- 362 - Trust Funds

(c) Guvil Service
F- XX-299- F-812- A-363 - Federal Funds
P- XX- 280- F- 812- A-363 - Trust Funds

Funds to cover vacation accunulation requiring
prior approval of the Pl (see Section 4(b)(2)
above) are transferred manually from project
operating accounts to appropriate Vacation Reserve
Account s. The PI and FO jointly initiate fund
transfers through a journal voucher for approved
vacati on accunul ation credits.
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(a) The Vacation Reserve Accounts are identified
under 4(C) (1) above.

(b) The anount of transfer is conmputed using the
follow ng formul a:

Annual i zed Sal ary X
= = Hourly Rate

Annual Hours 2080

Hourly Rate X No. of Excess Credit Hrs.
plus Fringe = Anmount of Transfer

Transfers for vacation credits and related fringe
benefits nust be nade when an enployee is
transferred from general funds to extramural funds
since extramural funds cannot be wutilized for
vacation credits previously accrued under general
funds. The operating units nust therefore transfer
funds into the appropriate Vacati on Reserve Account
to cover such accruals. An exanple is illustrated
bel ow.

Enpl oyee A accrued 300 hrs. on G funds.
FTE changed to 50% F- f unds.

Transfer required as foll ows:

Annual pay 20, 000

= = 9.62 x 300 = 2,886
Annual hours 2,080

2,886 x .50 (fte) = $1, 443

JV required fromGfund to F-299-812- A- XXX
or P-280-812- A- XXX

The transfers are necessary to assure that there
are sufficient funds to neet the cost of enployee's

vacation entitlenments when subsequent |y
transferring or termnating enploynment wth the
Uni versity. | i nter-departnental enpl oynent

change (general to federal funds) occurs, the
receiving FO should insure that the transfer is
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made to avoid absorbing the accrued carryover
l[iability at a |ater date.

Not e: Funds transfers to the Vacation Reserve
Accounts rmust include all applicable
fringe benefits and should be nade by the
FO annually or within thirty (30) days
followwng the end of the contract/grant

peri od.
d. Transferring Funds from the Various Vacation Reserve
Account s
(1) Funds from project operating accounts are

(2)

transferred to t he Vacati on Reserve for
Extramural |y Funded enployees to provide adequate
fundi ng to:

(a) Make paynents for enployees having credits in
the reserve accounts upon term nati on;

(b) Make vacation fund transfers to other funds
within the University or to the counties and
other departnents of the State for enployees
having credits in the reserve accounts; or

(c) Cover other contingencies relating to vacation
credit paynments. Al such contingencies nust
be approved by the UH D rector of Financia
Qper ations or his/her designee.

Wen an extramurally funded enployee term nates or
transfers to other funds within the University or
to the counties and other departnents of the State,
the FO shall initiate the "Request for Verification
of Vacation Leave Credit" form submt the formto
U H Personnel Ofice and transfer funds from the
Vacation Reserve for Extranurally funded Enpl oyees
in accordance with Admnistrative Procedure A9. 930,
Vacation Credit Fund Transfer.

Not e: Fund transfers from the vacation reserve
accounts nust include all applicable
fringe benefits.
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VACATI ON ADDENDUM TO SF- 5( B)

Al  enployees qualifying for vacation accumulation hired on
extramural funds are entitled to vacation | eave benefits conparable

to other general funded personnel. New enployees are entitled to
accunul ate twenty-one (21) days of vacation per cal endar year up to
forty-two (42) days. Subsequent |y, enpl oyees nay accunul ate not

nmore than fifteen (15) days per calendar year up to a naxi num
accumul ation of ninety (90) days. However, with witten approva
by the principal investigator certifying that the action is in the
best interest of the project and that funds are available to cover
such accumul ation, an enployee may accunulate nore than the
restricted fifteen (15) days described above. In the absence of
such approval, the annual excess is subject to forfeiture.
Vacation | eave will not be granted for periods extendi ng beyond the
termnation date of the contract or grant that funds the enpl oyee.

St at enent

The above policy has been explained and a copy furnished to

Enpl oyee
Si gned: Si gned:
Enpl oyee Princi pal |nvestigator
Dat e: Dat e:
Acct Code: Peri od:

One copy to enpl oyee
One copy to be submtted with SF-5B
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