| A M -208-1-1

SECTION
Administrative Personnel
Manual SUBJECT
B 4
")/ DETAIL PROCEDURE ABSENCE NITHOUT PAY

SAMPLE FORM APPENDED TO PROCEDURE

RESPONSIBILITY

ACTION

. Bmployee l. Complete "Part I" of REQEST FOR LEAVE OF
ABSENCE WITHOUT PAY (28-1418-5028). Forward
form to appointing officer.

. Appointing Officer 2. Review request and note approval or dis-
approval by completing "Part II" of the

request.
a.) If r est disapproved, retain form
les. orm employee of deci-
sion. Procedure ends here.
b.) If r est a ed and amount re-
8 8 calen or less,

c.)

re orm in es. orm em-
ployee of decision. Proceed to

Step S.
Lx:%at approved and amount re-

is more 0. ca days,
%'l_plmtocopy of form and rem in

e
files.

- fu InNn

3.

Have employee placed in an inactive pay-
roll status by instructing payroll clerk
to complete a CHANGE NOTICE (28-16]8-5“_3 for
Civil Service employees; 28-1428-5107 for
non-Civil Service employees) [AM-205-4-5]
with the following special entries:

- Annual Salary and Hourly/Daily Rate -~
enter both amounts.

. Work Code -~ Specify "9°".

- Loc (location) -~ Specify "999".

- Job Number -- Specify “"zzz-2222z".

- Budget Account Number -- Specify "103"
for the sub-object (last 3 digits of
the account number).

continved ... ' | R el



AM-208-1-1 .

' REQUESTING ' LEAVE “OF
ABSENCE WITHOUT PAY

gcTion SUBJECT

Personnel

RESPONSIBILITY ' ACTION
. Appointing Officer Porward request (original) and CHANGE
(continued) NOTICE to Civil Service (for employees

in the Classified Service only) or Pay-
roll and Disbursements as applicable.
Por non-Civil Service employees proceed

to Step 5.
- Civil Service 4. Review request and note approval or dis-
Commission ; approval by completing “"Part III" of the
reguest. _
a.) If request di oved, make 2 photo-
cOpies of form ﬁ distribute as fol-
lows:

« Original -- Agency.

. Copy -- Employee.

« Copy = Civil Service files.
Destroy CHANGE NOTICE.

Procedure ends here.

b.) If request approved, make 3 photo-
coples of form and distribute, with
CHANGE NOTICE, as follows:

. Original -- Payroll and Disburse-
ments.

» com . M‘ncy.
. Copy -- Bmployee.
. Copy -- Civil Service files.
Appointing Officer 5. Hotify payroll clerk of duration of ap-
proved leave in order that the following
reports may be accurately completed:
. PAYROLL ATTENDANCE REPORT [AM-204-16-1].

. g'l_;l'EriﬂlCE RECORD (28-1408-5151) ([AM~-204~




AM-208-1-1

SECTION

SUBJECT

Personnel REQUESTING LEAVE OF
ABSENCE WITHOUT PAY

EOITY_OF BALTIMORE | 5ave or Ansance wmwout pav

TO.0E COMMLETED ¥ BMRLOVEE
e e
SETRNCTOND

. Form :  28-1418-5028 ; e Unlt t  Specify “Each"
y F : Single Sheat . EE!E of Forms
. Size s B2 x 11* par r t : | Shest

To order, prepere ¢ VAREMOUSE REQUISITION (28-1458-5129) [AM-302-1-1] speci~

fylag Warehouse Division 02, and citing the above laformetion.
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