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1. Rationale or background:

e To establish procedures to ensure the accuracy of timesheet submissions.

2. Procedures:

If you must submit the ULM Request for Leave Form (the paper form submitted to HR in the

event your leave occurred without electronic approval AND your time sheet has been
approved for the pay period in the Banner system), please remember to do the following for

the next pay period:

1. Locate the Earning column for Retro Sick (if Sick Leave) or Retro Annual (if Annual

Leave).

2. Fillin the number of total hours taken, for either Saturday or Sunday.
3. Click the Comments box at the bottom of the page and specify the date(s) and the type of

leave used.

Example: Retro Sick Leave or Retro Annual Leave was taken on Date(s)

Page 1



