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Auxiliary Services  

Vacation Buy Down & Cash Out Guidelines 

 

Vacation Buy Down (All employees except P&A) 
Employees are encouraged and expected to use their earned vacation. Vacation balances are printed on 
employee pay statements and available via MyU – My Time and, thus, employees are expected to track 
their vacation earnings and balances and avoid getting into a situation where they would exceed their 
accumulated vacation balance. 

 
However, in accordance with current Civil Service rules and bargaining unit contracts, any employee 
who is about to lose vacation because he/she has been denied a vacation request and will reach the 
maximum accumulation, shall be entitled to take the vacation necessary to prevent the loss OR be 
allowed to cash out up to one week (5 days) of vacation earnings.  
 
All requests for vacation buy down, due to reaching the maximum accumulation, will be reviewed prior 
to approval and will be tracked. In no case should these be approved on a routine and repeating basis.  
 
To Request/Process a Vacation Buy Down 
Employees should complete the Auxiliary Services Vacation Buy Down/Cash Out Request Form and give 
to their supervisor. The supervisor should review the form and obtain the appropriate signatures. The 
form should then be routed to AuxPay and be entered into the system as a Vacation Buy Down (VACBD).   
 
Vacation Cash Out (Civil Service and AFSCME Only) 
Under current Civil Service rules, “any employee may request to cash out one week of their accumulated 
vacation time each fiscal year at the unit’s discretion.”  Under current AFSCME rules, “For the life of the 
Agreement, AFSCME Unit 6 employees who are represented by Local 3800 may request to cash out up 
to 40 hours of their accumulated vacation time each fiscal year.” 
 
To be eligible within Auxiliary Services, an employee must:  

� Have at least 80 hours of accumulated vacation time; 
� Not be in their probationary period; 
� Not be currently receiving or have applied to receive Workers’ Compensation benefits;  
� Not be on a suspension resulting from discipline; and 
� Follow any pre-approved departmental requirements, if applicable.  

 
To Request/Process a Vacation Cash Out 
Employees should complete the Auxiliary Services Vacation Cash Out form and obtain the appropriate 
signatures within the department. The form should then be routed to AuxPay and be entered into the 
system as a Vacation Cash Out (VACCO).  
 
*Please note that a department may limit the number of requests when they may create a financial 
hardship for the department. 
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Auxiliary Services 

Vacation Buy Down/Cash Out Request Form 
 

View reverse side for guidelines. Please complete form and route to AuxPay@umn.edu 
 
Select One:  
 Cash Out (Discretionary) 

 Buy Down (Vacation Max) 

 

To Be Completed by Employee:  

Name (Print): 

Employee ID:  

Job Title:   

Department:  

Percent Time: 
Number of hours to be cashed out/bought down:        _____ 

 

Signatures: 
Employee Signature Date 

Supervisor Signature Date 

Assistant Director Signature (Optional)  Date 

Director Signature Date 

 

To Be Completed by Payroll:  

Date Received: __________________             Pay Period Processed:  __________ 


