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ANNUAL LEAVE RECORD  

Name:

___________________


Annual Entitlement   

_______

Joining Date:
___________________


B/Forward from previous year  
_______

Total for current leave year  
_______

	FROM                    TO                         No.             Days          Lieu         Signature             Approval

                                                            Days           Left            Days                

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


NB - All leave must be taken by 31st January.  A maximum of 5 untaken days can be carried forward into the subsequent leave year in exceptional circumstances only and with the prior authorisation from the Head of Department. 
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