Leave activity  reporting form – screen i.d. hmsua
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company number
	
	employee number

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	first name
	
	m.i.
	
	last name

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	


	leave type*
	hours
	
	date from
	
	date to
	
	company use/ initials & date
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	total >
	
	
	
	.
	
	
	(add hours and enter the total)


	

	leave type*
	hours
	
	earned date
	
	company use/

initials & date
	
	part iv leave types

be = Bonus leave Earned

BT = Bonus Leave Taken

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	cs

at
	= SCH ASST/ VOL service leave taken

= annual leave taken
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	.
	
	
	
	
	
	
	
	
	
	
	
	
	
	sp

sf
	= sick taken personal

= sick taken family (non-vsdp)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	ct

et
	= compensatory leave taken

= education leave taken

	
	
	
	
	
	
	.
	
	
	
	
	
	
	
	
	
	
	
	
	
	mt

jt
	= military leave taken

= CIVIL/WORK-RELATED  leave

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	wT

xx
	= workers compensation

= leave without pay

	
	
	
	
	
	
	.
	
	
	
	
	
	
	
	
	
	
	
	
	
	ot

ce
	= other leave

= compensatory leave earned

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	oe

ox
	= overtime leave earned

= overtime leave taken

	total >
	
	
	
	.
	
	
	(add hours and enter the total)
	dc

fp
	= disability credit taken

= family personal taken

	
	
	
	
	
	
	
	
	sd

RE

rt

mo

pl

MB
	= short term disability leave

= Recognition leave earned

= Recognition leave taken

= Organ/bone marrow leave taken

= prelayoff leave taken

= mILITARY LEAVE BANK TAKEN

	
	
	
	
	

	Employee signature (full name)
	
	date
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	supervisor’s signature
	
	date
	
	department/section

	

	
	
	
	

	keyed by
	
	date
	


	by signing above we certify that the information on this form is accurate and complete


L - 1


7/1/06








