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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

PTO Carryover Waiver

I, _______________________________, understand that I have __________ of unused PTO available to me as of ____________, and that I have a right to carryover up to 40 hours of this time into the next [calendar/anniversary/fiscal/other] year.  I certify that the Company has agreed to pay me at my regular rate of pay for ___________ hours and frontload me 40 hours of PTO on the first day of the next [calendar/anniversary/fiscal/other] year.  I hereby agree to waive my right to carryover up to 40 hours of PTO into the next [calendar/anniversary/fiscal/other] year.


Employee Signature 	___________________________________  Date _________

Employer Signature	___________________________________  Date _________
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