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	Name
	

	Year
	

	Annual leave days
	

	Days carried over from previous year*
	

	Total leave days at start of year
	



	Month
	Taken
	Added
	Balance
	Dates & Comments

	January
	
	
	
	

	February
	
	
	
	

	March
	
	
	
	

	April
	
	
	
	

	May
	
	
	
	

	June
	
	
	
	

	July
	
	
	
	

	August
	
	
	
	

	September
	
	
	
	

	October
	
	
	
	

	November
	
	
	
	

	December
	
	
	
	


* Annual leave days carried over are only valid until 30th June, after which they can no longer be taken.
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