PERSONAL LEAVE CASH OUT FORM

ADMINISTRATIVE STAFF

Per your salary agreement;

If you have personal leave that you will not be using by June 30th, we will be
rolling up to a maximum of two (2) days forward to the next school year and
cashing out the remaining balance at your per diem rate.

Any cash out, if applicable, will be paid on your June 30th pay check. Your
signature is needed to initiate this process. Please sign and return to the
District Office “Attention Payroll” by June 15th.

If payroll does not receive this form by June 15, your unused balance after
the two (2) days are rolled, will be forfeited.

(Print your name here)

(Sign your name here) Date

5/30/2017



