SAMPLE – Exempt Appointment and Leave

M E M O R A N D U M

TO:
[name] State Auditor


[name] State Treasurer


[name] Legislative Auditor

FROM:
[name]
RE:
Proof of Unused Accumulated Leave

DATE:
[date]
This memorandum will serve as written proof of the amount of my unused accumulated sick and annual leave as of [date], the date of my appointment by [name of Governor or Board] to the position of [appointive position] (W.V. Code § [code cite re: position appointed by the Governor or Board]).  This proof is provided in accordance with an opinion of then Attorney General Chauncey H. Browning, Jr. responding to the Chairmen of the Legislature’s Joint Committee on Government and Finance, William T. Brotherton, Jr. and Donald L. Kopp, dated December 2, 1977 (copy attached).  

During my immediately preceding employment with the [name of previous employing agency] I earned annual leave and sick leave.  I am filing with you this notice that as of [date of appointment] I had a balance of [amount] hours of annual leave and a balance of [amount] hours of sick leave.  These balances have been verified by the attached statement from [name and title of official] of the [name of previous employing agency].  The attached statement also verifies that my salary in my last position with the [name of previous employing agency] was $[amount] per year.
I understand that if I leave State government employment from this position, I am entitled to payment for the above-noted annual leave at my last salary while eligible to earn such leave while employed by the West Virginia [name of previous employing agency].  Further, I understand that if I retire from this position, I may have options for use of the above-noted sick leave and/or annual leave, if not paid, according to relevant provisions of State law.  I also understand that if I leave this position for a position in State government for which I would earn annual leave and sick leave, that the above-noted leave will be transferred to the employing agency for my use.

At such time that I leave the position of [appointive position], I direct the [name of current employing agency] to notify all recipients of this memorandum of the disposition of the leave for which this proof is provided.
Attachment
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