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5.0  REFERENCES RELIED UPON�
%25�5����������)�����5HSUHVHQWDWLRQDO�([SHQVHV��*LIWV� 
� � � � � � � � � � � � � �
6.0  RESPONSIBILITIES 
Requester/Supervisor:�&RPSOHWHV�WKH�,QIRUPDO�RU�)RUPDO�5HFRJQLWLRQ�$ZDUG�IRUP��VHHNV�DOO�
DSSURSULDWH�DSSURYDOV��DQG�LV�UHVSRQVLEOH�IRU�ILQDO�VXEPLVVLRQ�WR�8$�+XPDQ�5HVRXUFHV��3URYLGH�
D�FRS\�RI�WKH�DSSURYHG�DZDUG�IRUP�WR�WKH�HPSOR\HH�DQG�ZLOO�WUDFN�WKH�GD\V�RI�UHFRJQLWLRQ�OHDYH�
DZDUGHG�WR�DQ�HPSOR\HH��
�
Dean/Director:�SURYLGH�DSSURYDO�RU�GHQLDO��
�
Provost/Vice
or



�

)�� 8$�+XPDQ�5HVRXUFHV�ZLOO�XSGDWH�%DQQHU�DV�QHFHVVDU\�DQG�ILOH�DSSURYHG�DZDUG�IRUPV�LQ�
WKH�DSSURSULDWH�HPSOR\HH¶V�SHUVRQQHO�ILOH��
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FORMAL RECOGNITION AWARD 
�8S�WR��������DQG�RU���GD\V�SDLG�OHDYH��

�
Please print or write legibly 
�
(PSOR\HH�1DPH��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB��,'�1R��BBBBBBBBBBBBB�
�
���5HJXODU������������� �7HUP������������� �6WXGHQW�(PSOR\HH�
�
'HSDUWPHQW�2UJ�)XQG�$FFRXQW��BBBBBBBBBBBBBBBBBBBB�BBBBBBBBBBBBBB�BBBBBBBBBBBBBBBB�
Awards, whether leave or monetary, may only be charged to unrestricted  funds and are taxable.    
 
7\SH�RI�$ZDUG����0RQHWDU\��(&�������BBBBBBBBBBB������/HDYH��(&������BBBBBBBBBBBBBB�KRXUV�
Leave awards must be used in the fiscal year awarded; unused leave will be lost upon the employee’s termination or 
separation from UAF. 
�
-XVWLILFDWLRQ�IRU�$ZDUG���
�
�
�
�
�
5HTXHVWRU�1DPH�DQG�'HSDUWPHQW��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB��
�
6XSHUYLVRU�1DPH�DQG�'HSDUWPHQW��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�
�
6XSHUYLVRU¶V�6LJQDWXUH��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB�'DWH��BBBBBBBBBBB�
�
)LVFDO�$SSURYDO�1DPH�6LJQDWXUH�BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB'DWH��BBBBBBBBBBB�
�
'HDQ�'LUHFWRU¶V�6LJQDWXUH��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB'DWH��BBBBBBBBBBBB�
�
�$SSURYHG� �'HQLHG�
�
3URYLGH�5HDVRQ�IRU�'HQLDO��
�
3URYRVW�9LFH�&KDQFHOORU� 6LJQDWXUH��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBB'DWH��BBBBBBBBBBBB 
�
�$SSURYHG� �'HQLHG�
�
3URYLGH�5HDVRQ�IRU�'HQLDO��
�
 
 
 
Instructions, after final APPROVAL 
Supervisor: Responsible for tracking leave awarded.  
Employee: Recording EC code 460 on time sheet when using leave award. 
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	Eligible Employees:  All benefited non-represented exempt and non-exempt employees are eligible after six months of satisfactory employment.   
	 
	Eligible Student Employees: Student employees are eligible for cash bonuses but are not eligible for paid time off.   
	 
	Ineligible Employees:  Employees in a bargaining unit are not eligible for recognition under this policy but may be eligible for recognition as allowed under a governing collective bargaining agreement (CBA).  
	BOR R05.02.070.F.2 - Representational Expenses. Gifts  


