
VACATION	LEAVE	CASH	OUT	FORM	
FOR	

NON	REP	STAFF	
	
	

Please	check	your	contract	to	see	if	you	are	eligible	to		
cash	out	Vacation	Leave	

	
	
Vacation	Leave	not	used	by	August	31st	of	each	year:	
	

• Check	your	contract	to	see	how	many	days	are	eligible	to	roll	into	the	next	
year	

• Check	your	contract	to	see	how	many	days	are	eligible	for	cash	out	this	year	
• Cash	out	is	at	your	August	rate	of	pay	
• Cash	out	form	must	be	submitted	to	Payroll	by	August	30th		
• Cash	out	will	be	processed	on	the	end	of	September	pay	check	
	

	
	
	
Please	fill	out,	sign	and	return	this	form	to	the	Payroll	

Dept	by	August	30th	
	
	
	
I	wish	to	cash	out	_______	days	of	unused	Vacation	Leave	
	
	
	
	
___________________________________________________________________	
(Print	legal	name)	
	
	
	
___________________________________________________________________											____________________	
(Signature)	 	 	 	 	 	 	 	 		(Date)	
	
(May	2024	cb)	


