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__________________________________________________________________          Oxford Centre for Diabetes, Endocrinology and Metabolism 

Annual Leave Carry Forward – Approval Form
Please note that under the University Terms of employment only in exceptional circumstances, and subject to the agreement of your Head of Department (Prof. David Ray), may up to five days of any balance of the annual entitlement be carried forward from one year to the next.

	First Name


	
	Last Name
	

	Group


	


	Leave allowance
	Leave taken
	Leave to Carry forward

	
	
	


	Signed (member of staff)
	
	Date
	

	Signed (line manager)
	
	Date
	

	Signed (Head of Department)
	
	Date
	


Received by OCDEM Personnel (Date) :
Action by: 


Revised / New leave sheet issued (Date) :
Annual Leave Carry Froward v1.2  04/11/2012
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