UNIVERSITY OF DAYTON

UNPAID PERSONAL LEAVE FOR EXEMPT EMPLOYEES *
	NAME
	UNIVERSITY ID #
	PAY PERIOD ENDING

	     
	     
	     


	REDUCE PAY # DAYS
	ACTUAL DATES

	     
	     

	     
	     


NOTE:  It is the Supervisor or Department Chairperson’s responsibility to report on this form to the Payroll Department any reduction in pay.  Exempt employee pay should be reduced in FULL day increments only.  This form must be turned into the Payroll Office (St. Mary’s, Room 413, +1663) the next working day following the end of a pay period.
	
	     
	     
	     

	Supervisor’s Signature
	Organization/Department
	Fund #/Account # 
	    Date


*Leaves of more than 10 work days require completion of a Leave of Absence form available on the HR website. 
