Employee Furlough Election/Tracking Form

July 1, 2011 to June 30, 2013
An agency may create a furlough request/tracking form or modify this form for use.

FOR AGENCIES/EMPLOYEE WHO OBSERVE 

FIXED OFFICE CLOSURE DAYS
An employee requests floating furloughs in advance of the requested date and submits the request following the agency’s procedures for requesting paid time off. 
	Employee Name: 
	OR Number:
	Agency/#: 

	Representation:  FORMCHECKBOX 
 Management   FORMCHECKBOX 
 Unrepresented   FORMCHECKBOX 
 Unclassified    FORMCHECKBOX 
 Represented by (Union):


Tier Identification: Furlough days are taken to correspond to an employee’s base salary rate which falls into the following tiers (The hours above are based on a full-time work schedule. The number of hours of unpaid furlough time for less than full-time employees shall be prorated based on the employee’s regularly scheduled hours within the applicable month.)
	 FORMCHECKBOX 
    Tier 1 - $2450 & below

           (10 days/80 hours)
	 FORMCHECKBOX 
    Tier 2 - $2451 - $3100

           (12 days/96 hours)
	 FORMCHECKBOX 
    Tier 3 - $3101 & above

           (14 days/112 hours)


Fixed office closure dates are:

· Friday, September 16, 2011

Friday, November 25, 2011
Friday, March 23, 2012

· Friday, May 25, 2012


Friday, August 17, 2012

Friday, October 19, 2012

· Friday November 23, 2012

Friday, January 18, 2013
Friday, April 19, 2013

· Friday, May 24, 2013

Employee’s regular daily scheduled hours are:  (fill in hours below)
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	


An employee takes furlough leave in the same incremental time periods as the employee’s shift, except as noted in Footnotes 1 and 2, or otherwise specified in a collective bargaining agreement. 

An employee uses this form:

· To request floating furlough days 

· To keep a running total of the employee’s obligation

· If the employee works an alternate schedule

	Date request made and

employee’s initials
	Closure or floating furlough date requested 


	For employee on alternate schedule only
: MARK ONE BOX
1) I am changing my schedule to M-F, 8 hour shifts 

2) I am observing the furlough day on (date)

3) Observing Friday closure with normal shift hours
	
	Approved/

Denied

(Supervisor initials and date)


	# LA hours taken & recorded on timesheet
	Running 

Total

Obligation

in hours

___

(Sample 

112 Hours)

	Sample
(Wks M-F 8-5)
	9/16/11

	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied

	8
	104 Hours

	Sample

(Wks 
M-TH, 9s hrs F, 4 hrs) 

BN 9/1/11
	9/16/11
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2    X 3 
	
	X Approved  FORMCHECKBOX 
Denied

DF 9/2/11
	4
	100 Hours

	Sample 

(Wks M-TH, 10 hrs)

JS/9/1/11
	9/16/11
	 FORMCHECKBOX 
 1  X   2    FORMCHECKBOX 
 3
	
	X Approved  FORMCHECKBOX 
Denied

NL 9/2/11
	10
	90 Hours


The form continues on the next page.
	Date request made and

employee’s initials
	Closure or floating furlough date requested 


	For employee on alternate schedule only (see footnote 1): MARK ONE BOX
1) I am changing my schedule to M-F, 8 hour shifts 

2) I am observing the furlough day on (date)

3) Observing Friday closure with normal shift hours
	
	Approved/

Denied

Supervisor initials 
and date

(See footnote 2)


	# LA hours taken & recorded on timesheet
	Running 

Total

Obligation

in hours

___

(Sample 

112 Hours)

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	

	
	
	 FORMCHECKBOX 
 1   FORMCHECKBOX 
 2   FORMCHECKBOX 
 3 
	
	 FORMCHECKBOX 
 Approved  FORMCHECKBOX 
Denied


	
	


This form is intended to be used by the employee multiple times. 
The supervisor immediately sends a copy of each newly approved request to the agency payroll office so the employee is does not have an overpayment. 
Cc Employee/Employee Personnel File/Agency Payroll Office/Supervisor 
� For employees on alternate schedules, the following applies:


An employee who does not work on Friday closure days either:


Takes another day in the closure week as their furlough day or


Changes their schedule to Monday through Friday, with eight hour shifts and observes the Friday closure day.


Employees who work less than eight hours on Friday closure days either:


Change their schedule to Monday through Friday, with eight hour shifts and observes an eight hour Friday closure day, or


Work their normal scheduled hours. (The employee must ensure they still meet their total furlough obligation.) 


An employee working an alternate schedule may change their schedule to Monday-Friday, eight hour shifts and observe their floating furlough day in an eight hour increment.





� Supervisor approval not needed for fixed closure dates if the employee is not on an alternate schedule





