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LEAVE SUMMARY
Extm:

Post to BASIS Date: By: Extm:
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TimeDay
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Leave CodesTotal 
WorkOutIn OutIn OutIn

Employee Signature Date

Supervisor Signature Date

Name:
Emp ID:

WEEK TOTAL

WEEK TOTAL

Example:
Date

Total Leave

EXTRA TIME

If applicable receive as:

Comp Time:
Overtime Pay:

Annual Leave
Sick Leave
Other Leave
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F     Family Sick Leave
G     Funeral Leave
H     Holiday
IP    Inclement Weather Leave With Pay
IL    Inclement Weather Leave Without Pay
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J     Jury Duty
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F     Family Sick Leave
G     Funeral Leave
H     Holiday
IP    Inclement Weather Leave With Pay
IL    Inclement Weather Leave Without Pay
IV    Inclement Weather Annual Leave
J     Jury Duty
JL    Job Injury Leave Without Pay
JS    Job Injury Sick Leave
ML    Maternity Leave Without Pay
MS    Maternity Sick Leave
MV    Maternity Annual Leave
QF    FMLA Family Sick Leave
QS    FMLA Employee Sick Leave
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UL    U.S. Military Leave Without Pay
UV    U.S. Military Annual Leave
UW    U.S. Military Training Leave With Pay
V     Vacation Annual Leave


