SYCAMORE

COMMUNITY SCHOOLS

Exempt Employees
Vacation Payment in Lieu Request Form for
Vacation Earning Employees

Eligible employees may elect to receive payment for up to five (5) days of unused
vacation time in lieu of taking leave. These days will be compensated at the employee’s
regular per diem rate and will be deducted from their maximum annual vacation
allotment.

To receive payment in August, this authorization form must be submitted no later than
July 1.

Submission Instructions: Please forward the completed form to
payroll@sycamoreschools.org or deliver it to the attention of the Payroll Department.

Name:

| request that the Treasurer's office pay the allowable balance of unused vacation

daysonthe____ payroll.

Signature Date

Rev. 1/21/26



