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Birmingham Methodist Circuit Annual Leave Record Card 
Year ………….
Name of Employee: _____________________________________________
Name of Supervisor:  ____________________________________________

Number of hours in standard working week  …………………………………….

Annual Leave Entitlement: ………………. days     ………………. hours

Annual Leave taken

	Date from
	Date to
	Number of days
	Number of hours
	Days/hours remaining

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


carried forward to next year (as agreed with supervisor)  ……… days     ...............  hours









