	Application to save annual leave days



	


	Name
     
	Personal ID number
     

	Department/equivalent
     
	Employed as
     

	Number of annual leave days
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Fill in the number of annual leave days you wish to save from this year’s entitlement, together with the required information, and then send the form to your head of department/equivalent.
You must submit your written application no later than 31 March.
The form must be sent to the head of department/equivalent, who has the delegation to decide on your annual leave.
The head of department/equivalent will:
· check that you meet the conditions for saving annual leave days (see below), and
· if the conditions are met, email the form to the Payroll Unit at lon@uu.se , which will register the days.
After registration, the balance for this year’s annual leave days is temporarily reduced, which will be visible on your payslip.
The days will be placed in a balance that is hidden from you until November, when they are returned to the balance for this year’s annual leave days. At the end of the year, they are transferred to the balance of saved annual leave days, in accordance with the applicable procedures.

Note:
· There is a limit to how many saved annual leave days may remain at the end of the year. Under the agreement, the limit is 30 days.
· If you have more than 20 paid annual leave days in the current year, the additional days may be saved in accordance with the Conditions Agreement. 
· If saving the days would result in more than 30 saved days at year‑end, you may not save the days
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