
CITY OF OAK RIDGEPRIVATE 


PERSONNEL DEPARTMENT
WHO:


All Regular Eligible Employees

WHAT:


General Leave Buy Back Program

ELIGIBILITY:
Must have 10 workweeks of Emergency Leave (400 hours or 560 hours for Fire Dept. shift employees and a proportionate amount for regular part-time employees)

Must have 3 workweeks of General Leave left after the Buy Back (120 hours or 168 hours for Fire Dept. shift employees and a proportionate amount for regular part-time employees).

AMOUNT CITY

WILL BUY BACK:
The City will buy back either 20 or 40 hours of General Leave if the above eligibility rules apply. For Fire Dept. shift employees this would be 28 or 56 hours. The payment will be at the regular hourly rate and will be taxed at the 25% level for IRS and will have the 7.65% Social Security deduction. The payment will not count as TCRS earnings.

WHEN:


Eligibility requirements must be met on the pay period ending December 3, 2016. Special checks will be distributed on December 9, 2016.

Please indicate your choice below:

I want to sell back _______ hours of my General Leave to the City. If eligible amount is less than requested, the eligible amount will be paid.





Signature:


_________________________





Name:



_________________________










(Please Print)





Employee Number:
_________________________





Date:



_________________________

THIS COMPLETED FORM MUST BE RETURNED TO YOUR PAY CENTER CLERK BY NOVEMBER 22, 2016 WHO WILL FORWARD IT TO PERSONNEL BY NOVEMBER 23, 2016.
