MISSISSIPPI DEPARTMENT OF AGRICULTURE AND COMMERCE

BUREAU OF PLANT INDUSTRY

APPLICATION FOR LEAVE

Name       

Social Security Number          

Request                             leave, commencing     
        

     


and ending      

                    Number Hours                                
Hour    

Month /
Day/Year

             
           




       
Hour          
Month / 
Day /Year
___________________________________________________________                               
Signature of Applicant                                                                                                             Date                 

Comment:          
Type of Leave Requested – Enter number of hours in code section for which leave is requested.

LEAVE CODES PRIVATE 

Hours

LEAVE CODES PRIVATE 

Hours


Holiday
     
HOLID
Administrative With Pay
     
ADMIN

Personal
     
PERLV
FLSA Comp Time Used–1½ time
     
CPTFL

First Day of Illness Charged to Personal
     
PLMED
Straight Comp Time
     
CPTIM

Major Medical
     
MLMED
Jury Absence (copy of days serviced Attached)
     
JURY

Death in Family, Medical
     
MLDEA
Military (copy of orders attached)
     
MILIT

Leave Without Pay
     
ULWOP
Donated Leave Taken
     
DONLV

Medical Leave FMLA
     
MLFAM
Workers Comp Personal Leave
     
PLWKR

Personal Leave FMLA
     
PLFAM
Workers Comp Medical Leave
     
MLWKR

Unpaid FMLA
     
UFMLA
Other ( details attached)
     


Approval of Leave

SUPERVISOR:                 




Date:      
Comment:  _     
Eight hours personal, compensatory, or leave without pay must be used before sick leave.  A combined total of personal, compensatory or leave without pay and sick leave equal to 32 hours or more must be accompanied by a doctor’s slip.  Sick leave is used for illness of the employee and immediate family; except in the case of death in the immediate family, in which case up to three (3) days of sick leave may be used for each occurrence without using another type of leave first.   (Check your handbook for more details on the use of leave).

· FOR PERSONNEL USE ONLY 





Posted by: __          Date:  __     
This form is a personnel office document and is not to be altered from its original form.

