(Creem:

TRS Location Code

L1 1 1 |

RESET

LEAVE REQUEST FOR MONTHLY PAID EMPLOYEES

EMPLOYEE 1. Use a separate form for each position or workweek (see Notice 5620, Pay Schedules, for relevant dates of workweeks and pay periods).
INSTRUCTIONS: 2. Employees paid monthly should submit time sheets for the current workweek by close of business on Friday of the current workweek.
For the last week in the month, employees paid monthly should submit leave request by the last business day of the current month.
TRS LOCATION 1. Every effort should be made, by the time and attendance (T&A) processor, to report T&A in the system on a daily basis.
INSTRUCTIONS: 2. This form must be signed by the employee and program manager or administrative designee, and kept on file at the work location
for five years.
3. A copy should be returned to the employee.
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EMPLOYEE 1. Use a separate form for each position or workweek (see Notice 5620, Pay Schedules, for relevant dates of workweeks and pay periods).
INSTRUCTIONS: 2. Employees paid monthly should submit time sheets for the current workweek by close of business on Friday of the current workweek.

For the last week in the month, employees paid monthly should submit leave request by the last business day of the current month.
TRS LOCATION 1. Every effort should be made, by the time and attendance (T&A) processor, to report T&A in the system on a daily basis.
INSTRUCTIONS: 2. This form must be signed by the employee and program manager or administrative designee, and kept on file at the work location

for five years.
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