Inspiring Excellence

) , Payroll Department

~ 12309 22 St. NE, Lake Stevens, WA 98258

LAKE STEVENS PH: 425-335-1609 | FX: 425-335-1549
School District

Personal Leave Carry Over

Request Form
Classified Employees

Name:
Position: Location:
PSE Of Lake Stevens Section 9.2. Option to carry over up to up to 3 days, cash out upto 3
(includes: Paras, Food Service, days or combination for a total of 3 days. Request to carry over must
Technology, Grounds and Maintenance be made by May 31° or unused days will be cashed out by August.
PSE Office Professionals Section 9.2. Option to carry over up to 2 days if request is received by
May 31, Up to 3 unused days will be cashed out in August.
Teamsters — Custodians Section 9.11. Carry over 1 or 2 days if request is received by June 30™.
Up to 3 unused days will be cashed out in August.
Teamsters — Transportation Section 10.3. Carry over 1 or 2 days if request is received by June 30™.
(includes: Bus Drivers and Mechanics) Up to 3 unused days will be cashed out in August.
Non-Represented Carry over up to 2 days if request is received by May 31°". Upto 3
unused days will be cashed out in August.

[ 1 1 wish to carry over 1 day of unused Personal Leave
[] 1 wish to carry over 2 days of unused Personal Leave
[ ] 1 wish to carry over 3 days of unused Personal Leave PSE of LS only

Employee Signature: Date:

RETURN COMPLETED FORM TO PAYROLL BY DUE DATE

Payroll use:

Classified Personal Carry Over 2026
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