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If you select 
Other* or See 
Comments* in this 
column… 

Check the checkbox 
to indicate if Leave 
specified above was 
taken for any of 
these reasons. 

If you see a value for 
Overtime Hours or 
Straight Time hours, 
check the checkbox to 

indicate if you want Money 
or Compensatory Time. 

Remember 
to check 
Yes or No 
checkbox 
here. 

NEVER ENTER A 

ZERO IN THESE 

ORANGE CELLS! 

 
Enter only Holiday, Personal 
Holiday, or Holiday 
Equivalent in this column. If 
Personal Holiday or Holiday 
Equivalent, indicate in 
*Comments box below. 

 

… explain here (including Date 
and reason). 


