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Provides Pay Advice or access to 
Self Service for vacation balance

Receives Pay 
Advice or uses 
Self Service for 

vacation balance

Identifies risk of 
excess vacation

Requests vacation 
time

Approves  or denies 
vacation time

Provides monthly report on 
employee vacation status

Discusses vacation 
management plan 

with employee

No
Will the employee 
request vacation 

time?

Yes

No

Employee meets 
criteria for excess 

vacation carry-over?

Supervisor schedules 
vacation 

Yes

Recommends or denies 
excess vacation carry-

over for employee

Recommends or denies 
excess vacation carry-

over

Receives 3rd quarter and YE report on 
vacation status

Receives 3rd quarter and YE report on 
vacation status

Receives monthly report on vacation 
status

Receives monthly report on vacation 
status

Receives 3rd quarter and YE report on 
vacation status

Validates compliance with directive

Validates compliance with directive

Validates compliance with directive

Receives monthly 
report on vacation 

status

Provides information to all supervisors 
(direct and indirect reports)

Validates compliance with directive
Recommends or 
denies excess 

vacation carry-over

Requests vacation 
payout

Recommends or 
denies vacation 

payout

Recommends or 
denies vacation 

payout

Recommends or 
denies vacation 

payout

Approves or denies 
vacation payout

Requests carry over

Approves or denies 
excess vacation carry 

over
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