The University of Texas at El Paso
Personnel Department

SICK LEAVE POOL TRANSFER
An employee may transfer to the pool not less than one (1) day nor more than three (3) days per first year.

     
     
Name of Employee
UT EID

     
Department

Number of days I want to transfer:
     
This is a voluntary transfer of my sick leave to the Sick Leave Pool.  I authorize my department to deduct the hours from my sick leave balance.

Terminating Employee:  As a terminating employee, I understand that contributions to the sick leave pool are encouraged by the University of Texas at El Paso; however, the contributions are strictly voluntary.

NOTE: Sick leave contributed to the pool may not be designated for the use of a 
particular employee.




Signature
Date

I certify that the employee has sufficient sick leave hours to make the donation to the Sick Leave Pool.

The hours donated to the Sick Leave Pool will be deducted from the employee’s balance and reported on the next Vacation/Sick Leave Report.

Departmental Official Signature
Date

Retain a copy for departmental records and send the original to the Personnel 
Department, Pool Administrator.
