The Grac®™ate School and University Center Time and Leave Record
of The Gity University of New York

Office of Human Resources Full-Time Non-Teaching Insiructional Staff Employees
Month Year Department v Name
Regular Time Worked: Sick Leave Taken Annual Leave Taken Annual Leave
Include Sat. & Sun.
Day Earned Leave Per Month
of Days  Hours Minutes
Month Days Hours Minutes § Days Hours Minutes | Days Hours Minutes A Accumulated Leave Brought Forvard
) Days Hours Minutes
1 B Earned Leave Current Month
2 Days Heurs Minutes
3 C Subtotal (A plus B)
4 Days Haurs Minutes
5 D Leave Taken Current Month
6 Days Heurs Minutes
7 E Total Accumulatea Leave (C minus D)
8 Days Heurs Minutes
S Sick Leave
10
11 F Accumulated Sick Leave Brough: Forward
12 . Days . Heurs Minutes
13 G_Sick Leave Credit Current Month
14 Days Haours Minutes
5 H Subtots! { F plus G)
16 Days Heurs Minutes
= | Sick Leave Taken Current Month
Days Heurs Minutes
18 K
o - J__ Total Accumulated Sick Leave ( H minus 1)
Days Hours Minutes
20
21 Unscheduled Holidays (U) Indicate Date Taken:
22
23
24 U # . U#e
25 u#2 U#5
26 U#a U #6
27 i
28 To the best of my knowledge this report is accurate.
29
30 . Staff Member
31 ] Signature
s — Head of Office (Report Checked by)
Total - ‘ Signature
8 = Sat.&Sun; H = Holiday, Office Closed; Ex = Excused Absence; U = Unscheduled Holiday , The original of this completed form s required in the Office of Human Resources by the third

305-359-(1/93) working day of the following month.



