ANGELO STATE UNIVERSITY
PAYROLL OFFICE
LEAVE REPORTING ADJUSTMENT
Use this form to make manual adjustments to the employee’s leave record.  This form can be used either to report leave taken that was not reported by the deadline through the Online Leave Reporting System or to make any corrections to the employee’s leave record.  Copies should be kept in department files; original should be sent to the Payroll Office.
Name of Employee (Last, First)


Campus ID Number

Department

LEAVE ADJUSTMENT


[image: image1]
Check only one box to report leave taken (LVT) or to correct previously reported leave (COR).  Enter dates as mm-dd and then check the appropriate box for leave reason.  
LVT
COR









REASON
 FORMCHECKBOX 

   FORMCHECKBOX 

From: 

 To: 

    Hours Absent:  
     FORMCHECKBOX 
 VAC      FORMCHECKBOX 
 SCK      FORMCHECKBOX 
 LWOP      FORMCHECKBOX 
 OTH
 FORMCHECKBOX 

   FORMCHECKBOX 

From: 

 To: 

    Hours Absent:  
     FORMCHECKBOX 
 VAC      FORMCHECKBOX 
 SCK      FORMCHECKBOX 
 LWOP      FORMCHECKBOX 
 OTH
 FORMCHECKBOX 

   FORMCHECKBOX 

From: 

 To: 

    Hours Absent:  
     FORMCHECKBOX 
 VAC      FORMCHECKBOX 
 SCK      FORMCHECKBOX 
 LWOP      FORMCHECKBOX 
 OTH
 FORMCHECKBOX 

   FORMCHECKBOX 

From: 

 To: 

    Hours Absent:  
     FORMCHECKBOX 
 VAC      FORMCHECKBOX 
 SCK      FORMCHECKBOX 
 LWOP      FORMCHECKBOX 
 OTH
Remarks/Reason: 












Approved:
Employee Signature


Date


Supervisor Signature


Date








Department Director/Head


Date
Rev. 07/2009
Enter your leave time taken in the blanks below.  Check the appropriate type of leave taken as defined:





Vacation (VAC) – Time taken for vacation or personal time off.





Sick (SCK) – For sick leave absences, this form must be submitted immediately upon returning to duty.      If the absence exceeds three working days, a written statement from the doctor must accompany this form.





Leave Without Pay (LWOP) – Includes time where employee is absent and has exhausted all leave entitlements.





Other Leave With Pay (OTH) – Includes other leave entitlements as defined by the University’s Personnel Operating Polices.  Explain under Remarks and attach any documentation if required or requested.











