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TENTATIVE ANNUAL LEAVE SCHEDULE
YEAR
ORGANIZATION UNIT
SIGNATURE OF EMPLOYEE
DATE
TOTAL
HOURS
NAME OF EMPLOYEE
SIGNATURE OF SUPERVISOR
DATE
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
Requested
JAN
Alternate
1
Requested
FEB
Alternate
2
Requested
MAR
Alternate
3
Requested
APR
Alternate
4
Requested
MAY
Alternate
5
Requested
JUN
Alternate
6
Requested
JUL
Alternate
7
Requested
AUG
Alternate
8
Requested
SEP
Alternate
9
Requested
OCT
Alternate
1  0
Requested
NOV
Alternate
1 1
Requested
DEC
Alternate
1 2 
PREVIOUS EDITIONS WILL BE USED.
TOTAL HOURS  (YEAR)
SEE REVERSE FOR INSTRUCTIONS
5AF FORM 55EJ, 19960501
Click here to sign (after completion of the form)
Click here to sign (after completion of the form)
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INSTRUCTION FOR PREPARATION OF TENTATIVE ANNUAL LEAVE SCHEDULE
1.  This form is prepared in two copies by an MLC or IHA employee and is submitted to his/her supervisor by 1 February of each year, or within 
2.  Supervisors will give due consideration to the operational requirements of the unit and approve tentative schedules for  employees.  Approval of the tentative schedule does not constitute final approval of the leave.  For final concurrence, the employee will submit 
3.  Tentative annual leave schedules may be changed by the
supervisor if operational requirements so dictate.  Supervisors will give employees as much advance notice as possible when it is necessary
to change their leave schedules.  Schedules may also be changed at
 
4.  The original of the approved tentative schedules will be retained by the
supervisor.  The copy of the approved tentative schedule will be returned to
the employee.
5 AF FORM 55EJ, 19960501 (REVERSE)
8.2.1.3158.1.475346.466429
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