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TOWN OF KNIGHTDALE | 44%17i8 )
North Carolina

INTER-OFFICE CORRESPONDENCE
TO:

FROM:Human Resources Director

SUBJECT: NOTICE OF RETIREMENT DATE:
has applied for retirement to become
effective . Details of retirement benefits have been discussed and all

necessary forms have been completed.

Employees who retire cannot work nor receive vacation pay the month the retirement is to
become effective. For example - an employee retiring June 1 must receive his/her final pay
(vacation included) the last payroll in May. See below for payment of vacation.

The completed retirement application must be received by the Retirement System no earlier
than 90 days and no later than 30 days prior to his/her effective date of retirement. Therefore
I am requesting that this form be signed and returned to me in order for the retirement
application, etc. to be submitted to the Retirement System within the specified time.

Please call me at 217-2220 if you have any questions.

Human Resources Director

| have decided to retire effective and my last working
day will be . I understand that | cannot work or receive pay from the Town of
Knightdale the month my retirement is to become effective. | would like my vacation to be paid
as follows:

Pay my remaining unused vacation days (30 days or
less) in my last paycheck.

Please issue a separate check for my remaining unused
vacation days (30 days or less).

EMPLOYEE SIGNATURE

SUPERVISOR SIGNATURE DEPARTMENT HEAD SIGNATURE
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