PROFESSIONAL SAMPLE

Record leave taken in red using codes at the bottom of the card. One eight-hour day is noted with
the code only and one-half day is noted as such. Leave balances on the right side of the card are
completed in pencil.
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NAME _WILLIAMS, David sTATE HIRE DATE:—10/10/75 ATTENDANCE AND LEAVE RECORD
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A ANNUAL LEAVE FS FAMILY SICK 0] LEAVE WITHOUT PAY
B  BUSINESS (Administrative) FML FAMILY & MEDICAL LEAVE/ OT OVERTIME
C COMPENSATORY PARENTAL LEAVE W, S SICK LEAVE
CS CATASTROPHIC'LEAVE H HOLIDAY SIS Buy Back: SIIS STATE INDUSTRIAL INJURY LEAVE
FD FAMILY DEATH J JURY DUTY CK# 77288 $400.00 ST  STRAIGHT TIME
M MILITARY X NON-WORK DAY
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SICK LEAVE BANK:






