[bookmark: Slide Number 1]Leave Cashout Process
Former employees receive pay in exchange for unused vacation time. The diagram below outlines the steps involved in the leave cashout process. Refer to the following website regarding cashout options: benefits.hr.ufl.edu/time-away/cashout.



















Confirm eligibility

2 pay periods after employee’s last day worked

Reviewed by Leave and Retirement Administration

Process the cashout

6-8 weeks from initial submission of an acceptable cashout request from the Department*

STEP 1
STEP 2
STEP 3
STEP 4
STEP 5
STEP 6
Employee Notifies Department of their Separation
Department Contacts University Benefits
Department Initiates Cashout
University Benefits
Payroll Services
Cashout Made Available to Employee

*Please note that processing time may take longer during holiday seasons.
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