Process to request Vacation Payout
From your YC Employee Portal, select Neogov/Neoed under your employee tile.
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Select Forms from your left menu, then select Vacation Cash Out or Vacation Cash Out due to Hardship
under Quick Links on the right.
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Click the button in the upper right-hand corner.
Click on Start Process to begin filling out the form.

Are you sure you want to start Vacation Cash Out process?

Start Process

Click the Complete Form button
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TASKS

Task Name

B Complete Request to .

Read and understand the stipulations, sign and hit the Submit button

Assigned Date:
Assigned By:

Assignee

# Edward Empl...

1/07/2024
Edward Employee

Complete Form
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Yavapai College Request to Cash Out Vacation Time

If you would like to elect a vacation cash out, that will be paid on March 7, 2025, please complete the following form,

sign (slectronic signature is acceptable) and submit on or before December 31,2024
I'elect o cash out*

| " hours (specify number of hours) of vacation time.

| understand:

My vacation balance must be &t or above 40 vacation hours at the time of the election to be eligible for
cashing out vacation hours in 2025;

My vacstion cash out election is irevocable. sfter December 31, 2024

| cannot elect 1o cash out more than the number of vacation hours that | will earn and accrue st the time of
payout in the following year;

1 will be paid one hour of my base salary at the time of the vacation cash out for every hour cashed out;

The vacation hours paid will be taxed s regular income:

If st the time of actusl payment, my vacation accruals sre less than originally slectsd, my cash out will be
reduced to the aCtual BMOUNT SCCTUEG, In excess of 40 hours:
If at the time of payment, my vacation balance is below 40 hours, | will net be eligible for the cash out payment;

+ 1 am respensible for ensuring that my request has been recelved In a timely manner by Human Resources.

Authorization: | suthorize Ysvapai College 1 make payment for my vacation hours as indicsted above. | understand
my decision to cash ol vacation time cannot be changed after December 31, 2024, that vacation hours must be
available when the pay of March 7, 2025, is being processed, and that these vacation hours paid are deducted from
my available bank of vacation hours

Department Employee Legal Name
[Mark?tng l [Ednard Employee
Employee Y # Date

[TE l lﬂ 07/2024

Signature

Edirard Emplosfer

Once you hit submit, you will see that you have completed your task, the process of your form, and the
next assignee.
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HR will verify the number of hours you have to cash out. In this example, Edward does not have 40
hours available to cash out, so it is returned to him. He will receive an email with a link to update his

form.

Note: There will be an additional task to upload the supporting documents for the Vacation Cash Out
due to Hardship form.
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From: System - Deny Action - Return To Prior Task <donotreply@neoed.com>
Date: Thu, Nov 7, 2024, 4:23 PM

Subject: Process Vacation Cash Out for Edward Employee has returned to prior task
To: <sliadis2000@gmail.com>

Dear Edward Employee,

Process Vacation Cash Out for Edward Employee has been returned to prior task.

Comments:

You only have 35 hours available to cash out. Please revise the number of hours on your request and resubmit.
Please login to view details.

iew Details

The form will be back on the Forms Dashboard as a task
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Once the form is correct and resubmitted, it will be returned to HR. Once HR has approved the request

you will receive a notification email.

From: System - Process Notification <donotreply@neoed.com>
Date: Fri, Nov 8, 2024, 2:40 PM

Subject: Vacation Time Cash Out Request

To: <sliadis2000@gmail.com>

Dear Edward Employee

The hours available for your vacation time cash-out payment have been verified. Please note that
vacation hours must be available when the pay of March 7, 2025, is being processed.

Sincerely,
Human Resources

You can now log into NeoGov/NeoEd, select Forms, then View All from My Forms & Processes
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Now click on Vacation Cash Out
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Click on the HR task to view/download the completed form
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| Preview Form

payout In the following year;

I'will be paid one hour of my base salary at the ume of the vacation cash out for every hour cashed our;
The vacation hours paid will be taxed as regular income;

If at the time of actual payment, my vacation accruals are less than originally elected, my cash out will be
reduced to the actual amount accrued, In excess of 40 hours;

If at the Ume of payment, my vacation balance Is below 40 hours, | will not be eligible for the ¢ash out payment;
I am responsible for ensuring that my request has been recelved In a timely manner by Human Resources.

Authorization: | authorize Yavapal College to make payment for my vacation hours as Indicated above. | understand
my decision to cash out vacation time cannot be changed after December 31, 2024, that vacation hours must be
avallable when the pay of March 7, 2025, Is being processed, and that these vacation hours pald are deducted from
my avallable bank of vacation hours,

Employee Y # Employee Legal Name
TE ] [Edwarcl Employee ]
Signature Date

Eduvard Enplosger [11*05,-2024 ]
Department
Marketing ]

Human Recourses Only:

Vacatlon Balance Verlfied Total hours to Cash Out:
[Yes ] [35
Completed by: Signature
[Sonya Liadis ] Jw?a A‘w&.l
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