	Application & Agreement 
to Cash Out Annual Leave  
	Insert Logo


Please complete this form to request annual leave to be cashed out.

The completion of this form is a request to cash out a portion of annual leave. An agreement to cash out annual leave must not result in the employee’s remaining accrued entitlement to paid annual leave being less than 4 weeks. The maximum amount of accrued paid annual leave that may be cashed out for an award covered employee in any period of 12 months is 2 weeks. The agreement is an employee record, and a copy will be placed on the employee’s HR or payroll file. If you have any queries, need help filling out this form or need to verify the annual leave balance, please contact [who? your Manager // the Practice Manager]
Employee to complete 

Personal details 
	First name
	
	Surname 
	

	Position
	
	Employee No.  
	

	Location 
	
	Employment Type
	( Full Time      ( Part Time 

	Email
	
	
	


Cash out of annual leave details 
	Total amount of annual leave to be cashed out 
	
	hours
	

	Date payment will be made to the employee on (next pay period)
	

	The payment to be made to the employee for leave subject to deduction of income tax is
	$____________(gross)



Declaration 

	As the Employee named above, I am requesting and agree to cashing out the amount of annual leave specified above. 
I understand that by electing to cash out a portion of my leave I am unable to take that amount as leave and that my employer will deduct the amount of annual leave I have cashed out from my accumulated annual leave balance. 
I also confirm and acknowledge my employer has not placed any undue influence or undue pressure on me to make a decision about whether or not to cash out a portion of my annual leave entitlement.
	

	
	Employee Signature
  

	
	

	
	Date 


Manager to complete 

	On behalf of [Clinic Name] we agree to pay the Employee for the amount of annual leave they have elected to cash out and as part of the pay cycle nominated. 

We confirm that the Employee has at least 4 weeks (or the equivalent proportionate entitlement for part-time employees) annual leaving owing to them after the above amount of annual leave is cashed out. 

	

	
	Employer Signature

	
	

	
	Name & Title


	
	Date


Payroll Use Only 

	Name
	
	Date Processed
	
	Leave balance before cash out
	

	
	
	
	
	Leave balance after cash out 
	


� Total amount of hours to be cashed out x Hourly Rate (gross)


� Parent / Guardian to co-sign if Employee is under 18 years of age





