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Leave Use Agreement
This agreement is between Employee Name and Job Title, employee and Supervisor Name and Job Title, supervisor and its purpose is to resolve any leave problems without the need for issuance of a leave restriction memorandum or formal disciplinary action.

The employee recognizes that (his/her) leave usage (DESCRIBE) may create the impression of abuse.  The employee has no intention of abusing leave and agrees to follow Agency policies concerning the use and requesting of leave from this date forward.

The supervisor agrees to withhold issuance of a leave restriction memorandum and to not initiate any disciplinary action so long as the employee follows applicable leave policies on the proper use and requesting of leave.

Employee:  ____________________ Date: ____________________

Supervisor: ____________________ Date: ____________________

