STATE OF CALIFORNIA

ANNUAL LEAVE CREDITS STATEMENT

STD. 644 (Rev. 10/2019)
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EMPLOYEE'S NAME

DATE PREPARED

PREPARED BY ATTENDANCE RECORDS OFFICE (Signature)

U

DEPARTMENT

UNIT

WORK WEEK GROUP

This is your record of sick leave, vacation, annual leave, personal leave days, and overtime credited to you as of October 1, of this year. Leave credit earnings and
eligibility are affected by the Memorandum of Understanding between your exclusive represantative and the State of California.

More detailed information on the earning of leave credits, and overtime may be obtained from your attendance clerk, departmental personnel office, or exclusive
representative.

Representive employees shall receive vacation/annual leave credits in accordance with the Memorandum of Understanding. Nonrepresented employees shall
receive vacation/annual leave credit in accordance with Department of Personnel Administration (DPA) Laws and Rules.
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These are your credits as of the first
of the Pay Period shown. If you have
any questions concerning them,
notify the office to which your
attendance is reported.

Keep this record up to date by Pay
Period so you will know where you

stand.
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