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Human Resources
Annual Leave Record Card
1 October 2014 to 30 September 2015
Working 5 days per week (work pattern not including weekends) 
	Name:  


Days per week: 
Leave Entitlement  in hours/days
Hours/Days Carried Forward, from previous contract  or previous year(if applicable):
TOTAL:




Public Holidays and Closure days, will be taken in addition to the above leave
	Dates of Leave Requested
	No of Working Hours/Days
	Approved

By Line Manager
	Balance Remaining
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