UPDATE EMPLOYEE LEAVE BALANCE WORKSHEET***

Employee                                                                         
Leave fields are not pre-populated with data.  The ITAS Coordinator/Timekeeper will need to verify leave balances (using timekeeping records and pay slips) and insert correct data.

	ITEM




NOTES



EMPLOYEE DATA

	Annual Begin Balance
	Insert Data
	

	Annual Earned YTD
	Insert Data
	

	Annual Used YTD
	Insert Data
	

	Annual Balance YTD
	Insert Data
	

	Annual Donated YTD
	Insert Data
	

	Annual PT Carryover
	Insert Data
	

	Projected Annual Begin Balance
	Insert Data (Total number of hours expected to be earned this leave year. 8 hour category - 208, 6 hour category - 160, 4 hour category - 104)
	

	Projected  Annual To Be Earned
	Insert Data (Balance of leave expected to be earned for remainder of leave year)
	

	Restored Annual Leave Begin Balance
	Insert Data
	

	Restored Annual YTD
	Insert Data
	

	Restored Annual Balance YTD
	Insert Data
	

	Sick Leave Begin Balance
	Insert Data
	

	Sick Leave Earned YT
	Insert Data
	

	Sick Leave Used YTD
	Insert Data
	

	Sick Leave PT Carryover
	Insert Data
	

	Sick Leave Balance YTD
	Insert Data
	

	Carryover Annual Leave Maximum
	Insert Data
	

	Advanced Sick Leave Begin Balance
	Insert Data
	

	Advanced Sick Leave Used YTD
	Insert Data
	

	Advanced Sick Leave Credit YTD
	Insert Data
	

	Non-pay Accrual Hours
	Insert Data
	

	
	
	


	Leave Without Pay Used YTD
	Insert Data
	

	Leave Without Pay Used Last Year
	Insert Data
	

	Absent Without Leave Used YTD
	Insert Data
	

	Absent Without Leave Used Last Year
	Insert Data
	

	Suspension Used YTD
	Insert Data
	

	Suspension Used Last Year
	Insert Data
	


*** This section can only be completed in ITAS by Administrative Officers


