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(1) In the monthly columns above enter for each day the amount
of vacation, military and sick leave you use.

USE THESE SYMBOLS: V—Vacation Leave
H—Holiday
LWOP—Leave Without Pay S—Sick Leave

C—Compensatory Time M—NMilitary Leave

O—Overtime (show hours worked)
O—Overtime (show hours for which paid)

Example: If you are sick four hours, enter S-4 after the ap-
propriate day. If you take a day of vacation leave, enter V-8 for
that day.

(2) Enter on line D the amount of vacation leave you earn each
month. Vacation credit is earned as follows: After having
served in the state service for 12 full calendar months, full-time
classified and unclassified employes shall be credited with two
weeks of vacation leave. Thereafter vacation leave shall be
accumulated as follows:

INSTRUCTIONS

After 1st year through 5th year: 1 work week for each 6
full calendar months of service.

After 5th year through 10th year: 14 work weeks for
each 6 full calendar months of service.

After 10th year through 15th year: 12 work weeks for
each 6 full calendar months of service.

After 15th year through 20th year: 134 work weeks for
each 6 full calendar months of service.

After 20th year: 2 weeks for each 6 full calendar
months of service.

(3) Sick leave is accumulated at the rate of 8 hours (one day) for
each month worked and may be accumulated indefinitely.

(4) Compensation for overtime shall be at the rate of time and
one-half, and may be either cash or compensatory time off, at
the discretion of the appointing authority. Compensatory time
off not used within one year must be paid in cash at that time.




