Employee Furlough Acknowledgment
July 1, 2011 through June 30, 2013
ALL EMPLOYEES MUST SIGN THIS FORM*
Employee Name:      
Employee ID #:                                              Agency #:                           

Due to budgetary shortfalls, I understand that cost reduction measures will be taken from July 1, 2011, through June 30, 2013.  My furlough obligation during this period of time corresponds to my salary rate, identified below:
	 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)

	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.


My furlough obligation is to be taken in the method required by my agency, identified below:
	 FORMCHECKBOX 
   FIXED CLOSURES 
These dates apply to most agencies; however, some represented agencies may have different closure dates.

OFFICE CLOSURE DATES:
	 FORMCHECKBOX 
  NON-FIXED CLOSURES (ALL FLOATS)
OPTIONAL PAY REDUCTION, only available to employee’s with all floats (box checked above) 
This form must be submitted to management by 9/15/11 for payroll processing for this option.
 FORMCHECKBOX 
 I voluntarily elect to satisfy my total floating furlough obligation through a voluntary salary reduction of 1.92% for Tier 1, 2.30% for Tier 2, or 2.68% for Tier 3.  This salary reduction is effective through 6/30/13.  

	· **Friday, August 19, 2011

  Friday, September 16, 2011 

· Friday, November 25, 2011 

· Friday, March 23, 2012 

· Friday, May 25, 2012 

· Friday, August 17, 2012 
** Closure for some AFSCME 
	· Friday, October 19, 2012

· Friday, November 23, 2012

· Friday, January 18, 2013

· Friday, April 19, 2013

· Friday, May 24, 2013

-represented agencies
	


To request furlough leave: Submit a furlough (mandatory unpaid time off) request form to your 
          supervisor consistent with agency procedures for requesting paid time off.
ACKNOWLEDGEMENTS:  During the time I take my approved furlough day(s), I understand:

· I will code my timesheet for all furlough hours taken, using the payroll code “LA.”  

· I authorize my agency payroll office to deduct my salary for the hours I request as furlough leave.
· I will not perform any work on furlough time unless specifically authorized by management; if unapproved, time worked may result in disciplinary action.  Time worked includes, but is not limited to, checking email or voicemail via any device.  If I am an FLSA Exempt employee my FLSA status will be recognized as Non-Exempt rather than Exempt during a work week with furlough time.

· All furlough time will be scheduled and taken no later than March 31, 2013, except for closure days in April and May 2013.  If the furlough time is not scheduled and taken by March 31, 2013, management will schedule time to be taken by May 31, 2013.  

· If I separate from state service during this time period, I understand that I will not be paid for furloughs taken.  Further, prior to separation, I will take the minimum furlough time identified in the Obligation Chart. 
· I will follow any specific conditions outlined in policy (for managers/unrepresented/unclassified service employees) or collective bargaining agreements (for represented employees), for provisions which are additional or different than described above.
                                                           





          
    Employee Signature
       Date                 Supervisor Signature

      Date

* Agencies are responsible for maintaining this original form in the employee’s official personnel file.
CC:  Employee; Supervisor; Employee Personnel File; Agency Payroll Office

-  This Page is For Reference  -

The Obligation Chart reflects the furlough (mandatory unpaid time off) obligation for 
new hire or separating employees.
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This chart calculates the mandatory unpaid time obligation for new hire employees and the minimum
required obligation for separating employees. Fixed closures may vary for some Agencies; employee
obligation will be reduced according to the Agency's fixed closures. Chart reflects unpaid time off
reduced in 8-hour increments (full-time reqular work schedule). Employees on an alternative work
schedule or flexible work schedule may take the unpaid time off as their shift and their obligation
hours shall be reduced accordingly. Additional or specific requirements are specified in any
applicable collective bargaining agreement and/or by policy.

FOOTNOTES:

8/19/111 was a fixed closure for some represented agencies instead of 9/16/11. For those agencies, the New Hire
obligation would be reduced by one day beginning 8/19/11. Also, on the Separating Employee Chart the
obligation for taking one day began on 8/19/11, instead of 9/16/11.

ZThe mandatory unpaid time off obligation exceeds the number of remaining closure dates because the
employee has float days.

3 The float mandatory time off will not be required for an employee hired after 5/24/13.

2 Employees who retire or separate from the State prior to the end of the biennium are required to schedule and
take the number of mandatory unpaid time off days identified for their separation date prior to separating.

5 Break points for separation dates are based either on closure dates or the end of the biennium time when
obligations are to be completed.

8 Separating employees should have taken the total required number of mandatory unpaid time off obligation by
3/31113, unless the employee observes closure days. If the employee observes closures, the obligation on
4/113 would be 8, 10, and 12, respectively. After the 4/19/13 closure date, the obligation would be 9, 11 and
13, respectively, and after the 5/24/13 closure date the obligation would be fully completed with 10, 12 and
14 days respectively.
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