
 

 

During Open Enrollment, you can choose to “purchase” up to an additional 5 days of vacation to use during 
the next calendar year. The purchase price is based on your hourly base pay at the time of open enrollment. 
For salaried employees, your hourly rate will be calculated by dividing your annual base salary by 2,080 
hours. Employees who purchase vacation must authorize 1/23rd of the purchase price to be deducted from 
each paycheck beginning the 2nd pay period of the year and ends the last pay period in November.  
 
If you do not use your purchased vacation days, you may cash out those unused vacation days in late 
December. Purchased vacation days may not be carried over to the next calendar year, unless required by 
applicable law. Employees who purchase vacation will be sent an email request in late October/early 
November asking them to input the “vacation purchase” dates they plan to use in Workday through the 
end of December.   Any unplanned vacation purchase time remaining in Workday on the due date indicated 
in the email, will be reimbursement as unused purchased vacation days. The unused purchased vacation 
days will be paid by the end of the calendar year in which they were purchased.  The value of the purchased 
vacation cash out will be at the same hourly rate at which the days were originally purchased during Open 
Enrollment in the prior calendar year.   Your refund will never exceed the amount you originally put in at 
the beginning of the year.  
 
Example: Sarah was earning $10/hr when she purchased her vacation on 1/1. She purchased 40 hours, or 5 
days of vacation, for a value of $400. Sara receives a raise on 4/1 to $15/hr. She takes 30 hours of vacation, 
all of them after 4/1. She is paid for those days at $15/hr for a total of $450. Sarah still has ten hours left of 
purchased vacation that she can use, but she cannot receive a refund because all of the initial $400 purchase 
has been used.  
 
When you use vacation days, your regular vacation days must be used first, followed by purchased vacation 
days. Purchased vacation days cannot be carried over to the next calendar year. As with all vacation, you 
must obtain the prior approval of your manager before using vacation days.  When you request a day off 
using purchased vacation, you must use the time off type of "Vacation Purchase". Do not use "Paid Special". 
 
New Hires may purchase up to five vacation days to be used during the year in which they are hired.  Anyone 
hired September 1st or after will not be eligible for this benefit until the next annual open enrollment.    
 
Terminating employees will be paid the full value of any unused purchased vacation days on their final 
paycheck at the same hourly rate at which the days were originally purchased.  You also agree that, in the 
event your employment with Commerce ends for any reason prior to having fully paid for all purchased 
vacation days, and you have used “all”  vacation purchased days, Commerce Bank may deduct the 
remaining amount owed by you from your final regular paycheck (unless prohibited by applicable law).  
Authorization of this deduction is required to participate in this benefit and is obtained at the time of 
election. 

 


