How to Use the Daily Leave Record and Automatic Leave Audit Worksheet

Employees can use this Leave Chart Database as a Personal Record of Leave time taken through out the leave year.    

Description of Leave Chart Database:

1. Appropriated Fund Leave Periods for 2004 (Pay Period Ending dates for Leave Year 2004.

2. Daily Record of Leave Used During each Pay Period (Bi-weekly Pay Cycle).  NOTE: All Federal Holidays have been listed for your information.  Listed at the bottom you will find a listing of Commonly used Type hour codes used for Leave.

3. Pay Hrs. (Total number of Regular hours worked (normally 80 hours for a full time employee)), during the listed pay period.  NOTE: Do not include Overtime/Comptime hours worked.

4. Annual Leave Carried Over.  This is the Current Balance of Annual Leave listed on your LES for the last pay period for Leave.  Earn/Used/Balance - Earn column (automatic calculation), Used (input total hours of leave taken for the pay period, Balance (automatic calculation).  Use/Lose (Max Carry over of Leave (automatic calculation).

5. Sick Leave Carried Over.  This is the Current Balance of Sick Leave listed on your LES for the last pay period for Leave Year.  Earn/Used/Balance – Earn column (automatic calculation), Used (input total hours of leave taken for the pay period, Balance (automatic calculation).  

STEP 1:

Select 1 Leave Chart from the 6 listed that fits your personal leave category:

Example: An employee accrues 4 hrs. of annual leave a pay period and has a Maximum Carry over of 240 hours. The employee would select Chart #1.


1.  Leave Chart 2004 4 hrs. 240 Max


2.  Leave Chart 2004 4 hrs. 360 Max


3.  Leave Chart 2004 6 hrs. 240 Max


4.  Leave Chart 2004 6 hrs. 360 Max


5.  Leave Chart 2004 8 hrs. 240 Max


6.  Leave Chart 2004 8 hrs. 360 Max

Verification of the accrual rate and Max Carryover rate can be made from the Leave and Earnings Statement (LES) under Leave (accrued Pay PD column) and Block #12 (Max Leave Carry over).

STEP 2:

Record (on the actual day) the Leave type code and the number of hours of leave taken.

STEP 3:

Enter your Current Balance of Annual Leave and Sick Leave listed on your LES for the last pay period for Leave Year in the block found next to “Carried Over”.  These hours will now be referred to as Prior Year Leave balances.  The automatic calculation will adjust the Balance Column, to include the prior year leave balances at this time.  NOTE: The “Use/Lose” is automatically calculating at the same time. 

STEP 4:

In the Pay Hrs. column record the total number of Regular hours worked during the listed pay period.  NOTE: Once you input the number of hours you will see that the automatic calculation will begin by automatically listing leave accrual in the “Earn” column and adjust the “Balance” column.  

STEP 5:

Final step:  You will enter the total number of leave hours taken for each pay period in the “Used” columns (ONLY Annual and Sick Leave taken) will be used.  As you record these leave hours as “Used” hours you will note that the Balance column and the “Use/Lose” block reduce automatically.

