MEMORANDUM
DATE: ________
TO: _____ _________               /Transaction Tech
FROM: ____ _______         ___ /______________
SUBJECT:  LEAVE DISCREPANCY/LATE LEAVE
A discrepancy for leave totals was found for the following employee:

NAME: _____________________________
EMPLOYEE ID# _
___________________
PAY PERIOD ENDING _____________________
Please make the following change (s) to the leave balance:


ADD                                                           SUBTRACT

_____Hours to annual leave


_____Hours from annual leave
_____Hours to sick leave


_____Hours from sick leave

_____Hours to personal leave

_____Hours from personal leave

_____Hours to forfeited annual leave
_____Hours from forfeited annual leave

_____Hours to forfeited sick leave

_____Hours from forfeited sick leave

_____Hours to military leave


_____Hours from military leave

_____Hours to Holiday deferred earn
_____Hours from Holiday deferred taken
_____Hours to FLSA



_____Hours from FLSA

_____Hours to Ga Comp


_____Hours from Ga Comp

Reason for adjustment________________________________________________________

