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[Month Day, Year]

To: 

[Employee’s Name], [Title]



[Department], [Box Number]

From: 

[Supervisor’s Name], [Title] 



[Department], [Box Number]

Subject:
Discretionary Leave Notification


You are being awarded [number between 0-6] days of discretionary leave in recognition of your meritorious performance over the past year.  Thank you for all of your time, energy and support with regard to [project/task/responsibility].  This is a noteworthy achievement that significantly contributes to the Department’s/College’s mission, goals, and objectives.   

Please keep in mind that discretionary leave should be used soon after it is awarded, and must be used before vacation leave. Discretionary leave must be used by December 31, 2009 or it will be lost and deducted from the record unless an extension is preauthorized. An extension may not exceed 90 days. Unused discretionary leave may not be paid and does not transfer to a new organizational unit. 

Cc:
Name, Departmental Payroll Coordinator

       
Lisa Drechsler, HR Administrator
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