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	CENTRALISED STIPEND PAYROLL SERVICE
Uniting Church in Australia 

Synod of Victoria and Tasmania

	Leave Application


	Last name
	     
	First name
	     

	Location
	 FORMDROPDOWN 


	
	PLEASE RETURN TO CSPS 

ATTN: PAYROLL - 2/130 LITTLE COLLINS STREET, MELBOURNE  3000

	Leave type 
(please click/tick box)
	First day of Leave
	Last day of leave
	Number of days leave
	Number of hours leave

	Sick leave 
	 FORMCHECKBOX 

	     
	     
	     
	     

	Carer’s leave
	 FORMCHECKBOX 

	     
	     
	     
	     

	Annual leave
	 FORMCHECKBOX 

	     
	     
	     
	     

	Compassionate leave
	 FORMCHECKBOX 

	     
	     
	     
	     

	Leave without pay
	 FORMCHECKBOX 

	     
	     
	     
	     

	Long service leave
	 FORMCHECKBOX 

	     
	     
	     
	     

	Study leave 
	 FORMCHECKBOX 

	     
	     
	     
	     

	Special/other leave
	 FORMCHECKBOX 

	     
	     
	     
	     

	
	
	
	Totals
	
	

	Reason for special/other leave
	     


	To be completed by Employee and Treasurer (refer last pay advice)
	ESTIMATED ANNUAL LEAVE BALANCE AT TIME OF LEAVE   ____________

ESTIMATED SICK LEAVE BALANCE AT TIME OF LEAVE         ____________


	Instructions for payment of salary (Annual Leave and Long Service Leave only)

	Please pay my salary
	As normal on the due date
	 FORMCHECKBOX 

	In advance by EFT
	 FORMCHECKBOX 



	Employee’s signature
	
	Date
	     

	Treasurer signature
	
	Date
	     


Please complete this form and return it to CSPS (ATTN PAYROLL, Level 2, 130 Little Collins St, Melbourne 3000) well in advance of the approved leave (except sick leave)
Leave Application Form

July 2008


