Form to be used with Leave Approval Letter

	Leave Approval Schedule to be completed by manager and 

attached to Leave Approval Letter


                                            Hours Available                    Start Date                            End Date

	Available Sick Time


	
	
	

	
	
	
	


	Available Vacation

Time                         
	
	
	

	
	
	
	


	Available Personal 

Time     
(Include Floating Holidays)
	
	
	

	
	
	
	


                                          Hours Available

                                         within Maximum            
Start Date                            End Date

	Unpaid Leave Time 

(Submit PAF when  unpaid status begins)
	
	
	

	
	
	
	






Total hours used for all 4 areas:





   


         ________________









