
Subprocess – How to Determine
if Holiday Hours are Due

Division of Human Resources and Organizational Effectiveness

April 14, 2023

Part of Vacation Time Off Payout
and Death Benefits & Final Wages / Salary Payout Processes
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Holiday Hours Payout

• System Regulation 31.03.01 Vacation (other than Death)
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Holiday Hours Payout

• System Regulation 31.03.01 Vacation (Death)
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Holiday Hours Payout

• System Regulation 31.03.02 Sick Leave (Death)
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Early Release
Early Release is not Holiday Pay
Holiday Pay should only be considered 
for those official holidays approved by the 
A&M System Board of Regents.  Do not 
include early release hours in the holiday 
field of the PPR or Death Payout Form..

TAMU, TAMUG & TAMHSC:
See University Holiday Calendar on 
HROE website

Other Shared Services See:
A&M System Holidays
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Counting Forward
• University Holiday Calendar or A&M 

System Holidays
• Start count the working day after 

termination; if a holiday(s) occurs, 
skip over and resume your count on 
the first working day after the 
holiday(s).

• Any partial hours left cover the last 
working day, where you end your 
count forward.
– Example 5.25 hours left; this 

would be your last working day.
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Biweekly Example (other than Death)

• Scenario
– Full-time Staff (100% effort)
– Termination Date is January 12, 2023
– Hourly Wage at last accrual was $ 23.00/hour
– Accrued Vacation Time Off Hours at termination is 410.00
– Formula to convert accrued hours to working days

• Number of accrued hours divided by 8.00 hours per day
(for our biweekly example this is 410.00 hours / 8.00 hours per day = 
51.25 working days to count forward)
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Start count in January
12 = Termination / last day worked
13 = 1
16 = MLK Holiday (skip over)
17 = 2
18 = 3
19 = 4
20 = 5 26 = 9
23 = 6 27 = 10
24 = 7 30 = 11
25 = 8 31 = 12

Start Count Forward – 1 Holiday to include and 12 working days forward
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Continue Count in February

 20 working days in February
 No TAMU Holidays

On-Going Count
1 Holiday to include and 
32 working days forward
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Continue / End Count in March
1 = 33 20 = 46
2 = 34 21 = 47
3 = 35 22 = 48 
6 = 36 23 = 49 
7 = 38 24 = 50 
8 = 39 27 = 51
9 = 40 28 = .25 (end count)
10 = 41
13 = 42
14 = 43
15 = 44
16 = 45
17 = Spring Break Holiday (skip over)

Final Result – Employee is due 2 Holiday Days (MLK and Spring Break) 
= 16.00 hours added to PPR
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Biweekly PPR Completion

 Example of Vacation/Holiday Payout section of PPR for Biweekly
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Monthly Holiday Notes
 Holiday determination for monthly paid staff is the same as for biweekly staff
 The PPR includes a section that will automatically calculate an hourly rate for 
monthly payout.  Just plug the 100% FTE Monthly Salary * at last accrual into 
the Hourly rate field in the payout section. See example below:
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* Even if employee is less than 100% FTE, you must use the 100% FTE monthly salary to 
calculate hourly rate, not the prorated monthly salary amount 



Staff at Less than 100% Effort – Count Forward
You will not use full-time hours (8.00 hours) for Benefit-eligible Staff at less than 
100% effort when figuring their count forward; you will multiple their accrued vacation 
time off hours by their prorated working hours per day to obtain how far to count 
forward.  See below:
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 Example #1 – employee is at 84.28% effort; 8.00 hours per day (FTE 100% hours) x 84.28% effort = 6.74 
prorated working hours per day
Calculating Count Forward Days
Accrued vacation time off hours are 410.00; 410.00 divided by 6.74 = 60.83 days to count forward

 Example #2 – employee is at 50% effort; 8.00 hours per day (FTE 100% hours) x 50.00% effort = 4.00 
prorated working hours per day
Calculating Count Forward Days
Accrued vacation time off hours are 410.00; 410.00 divided by 4.00 prorated working hours per day = 102.50 
days to count forward

You will count forward more days for less than 100% staff



Staff at Less than 100% Effort – Holiday Hours

 Figuring Holiday Hours for staff at less than 100% effort
 Example #1 – Staff receiving payout is at 84.28% effort
Formula is 8.00 hours per day (FTE 100% hours) x 84.28% effort = 6.74 Holiday hours per eligible day

 Example #2 = Staff receiving payout is at 50.00% effort
Formula is 8.00 hours per day (FTE 100% hours) x 50.00% effort = 4.00 Holiday hours per eligible day

Benefit-eligible Staff at less than 100% effort cannot receive full-time 
holiday hours (8.00 hours) per eligible day; they will receive holiday 
hours at a rate corresponding with their percent effort.  See below:

Formula confirmed by Karol Patrick, Leave Administrator; HROE Employee Relations
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Staff at Less than 100% Effort PPR
Example of Vacation/Holiday Payout and Explanation Sections of PPR for staff 

terminating at 84.28% effort with 2 eligible holidays counting forward
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Death Benefits
Death of Active Employee is only scenario whereby ½ of accrued Sick Time 
Off, up to a maximum of 336.00 hours, can be paid out.
For Full-time Staff (working at least 40.00 hours per week), the accrued Sick 
Time Off hours eligible to be paid should be combined with the accrued 
Vacation Time Off hours; you will take this combined total and divide by 8.00 to 
get the number of days to count forward to determinate if Holiday hours should 
be added.

• Example * 460.00 hours accrued vacation plus
120.00 hours sick time off eligible to be paid out = 580.00 hours
 580.00 hours / 8.00 hours per day = 72.50 days to count forward

This may mean you will be including more holidays than 
just considering vacation hours in your count forward

NOTE: For Staff at less than 100% effort, the number of hours added for each holiday is 
proportionally reduced according to their work schedule (see slide 14)
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Death Benefits – Biweekly PPR Example
* Regardless if there are any Accrued Wages to payout, the hourly rate at time 
of death must be entered in the highlighted field for this rate to auto-populate in 
other sections within the form.

4/14/2023 17



Death Benefits – Monthly PPR Example
* Regardless if there is any Accrued Salary to payout, the monthly salary at time 
of death must be entered in the highlighted field for an hourly rate conversion to 
auto-populate in other sections within the form.
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Final Thoughts

• Holiday Hours Calculation for Payout is required by 
System Regulations

• Start count the working day after termination; if a 
holiday(s) occurs, skip over and resume your count on the 
first working day after the holiday(s)

• Any partial hours left cover the last working day, where 
you end your count forward.

• Early Release is not Holiday Pay
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Questions?
payroll@tamu.edu
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