Time-Off Award (TOA) Acknowledgement 
For

 Rating Cycle 1 April -31 March 

Attach this page to the Performance Appraisal form to document the employee's choice of a TOA:

I elect a Time-Off Award in lieu of a performance cash award for the rating cycle ending (insert date).  I understand that this decision to elect a TOA is irrevocable, as acknowledged by my signature below.

Employee Signature:_________________

Date:__________________

Employee Printed Name:_____________________________

