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	Before filling out this form please ensure that you have a balance in excess of 4 weeks annual leave. For further information refer to the ‘Buy-Out of Annual Leave’ section of the Leave Management Policy . Please note: The ‘Buy-Out’ amount will be taxed as a Lump Sum Payment.  

	Employee Name:
	Unitec ID:      
	Contact Number:      

	How many days annual leave would you like to sell to Unitec?         days

	Employee Signature: 

	Date:      /       /      

	Panel 1:  Manager Authorization  

Note to Authorizing Manager:  Buy-Out will impact on your salary budget



	Manager Signature:


	Date:      /       /      

	Name of Approver:      
(please print)      


	Contact Number:      

	If declined, please provide reasons:      


	Panel 2:  Union Authorization  

This panel must be completed for all staff who are Union members. The staff member is responsible for forwarding this form to their relevant Union representative. This representative must then return it to the staff member.     

	Union Signature: 


	Date:      /       /      

	Name of Union Representative:      
(please print)      


	Contact Number:      

	If declined, please provide reasons:      


	When the above details are completed, staff member to send this form to Payroll

	

	Office Use Only:

	Payroll Check:  Employee eligible for buy-out?
Yes        No            Signature: 
	Date:      /       /      

	Buy-Out Calculations:
Annual Leave Entitlement:       hours   Buy-Out:       hours     Balance:       hours


	Executive Director – People and Infrastructure Signature: 


	Date:      /       /      

	If declined, please provide reasons:      


	Remittance Advice: (Payroll)

Employee emailed       /       /                Manager emailed       /       /                Signature:         


ANNUAL LEAVE BUY-OUT FORM
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