Leave Use Prior to Service Retirement - Request Form
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Leave Use Prior to Service Retirement - Request Form
	Employee Information

	Employee Name:
	Employee ID:

	Department:

	Paid Time Off Request Details

	
It is the policy of the County that employees may use leave balances up to 60 calendar days prior to their service retirement effective date after applying for retirement. This restriction does not apply to sick leave.

I filed for Service Retirement on ____________ (date).
Filed Retirement Date: ____________ 
Available Leave Balances (Do not include Sick Leave): ____________ 
Requested Paid Time Off Start Date: ____________ 
                                                 
Please note that if you have not yet filed for Service Retirement, your request cannot be processed at this time. You may resubmit your request once your Service Retirement filing is complete.


	Employee Declaration

	I hereby declare that I have formally submitted my request for service retirement to the Sacramento County Employees’ Retirement System (SCERS) and fully intend to service retire from Sacramento County on the date specified above. 

I hereby declare that the information provided in this form is accurate and complete to the best of my knowledge. I understand that any false information may result in disciplinary action.

____________________________     ___________________
Employee Signature                           Date


	Approval

	
Employee’s request is: ☐ Approved     ☐ Denied 

____________________________     ___________________
Supervisor Name                                Title

____________________________     ___________________
Supervisor Signature                           Date

____________________________     ___________________
Dept Head  Name                               Title

____________________________     ___________________
Dept Head Signature                           Date




Distribution:
Original copy to HR Representative
Copy to Employee
Copy to Supervisor
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