Request for Leave

 FORMCHECKBOX 
 Classified Employee



 FORMCHECKBOX 
 Unclassified Employee

Employee Name       



Department      


   (please print)

I hereby request approval to use       hours of CIRCLE ONE: annual / sick / compensatory / civil / funeral / military / FMLA / leave without pay leave for the period

Beginning       (a.m.) (p.m.) on       and

Ending       (a.m.) (p.m.) on      
My reason for requesting leave for the period indicated is       

     .
Be specific – (take care of business, home responsibilities, vacation, surgery, medical appointment, etc.)

I understand that if, at the actual time of my leave, I do not have enough leave balance available to receive payment, it may be posted as leave without pay.  I further understand, if this leave is approved and business needs change prior to taking the leave, my supervisor may deny my leave request.

____________________________







Employee’s Signature



Date


I recommend that the request for leave be _____ approved   _____ disapproved for the following reason ____________________________________________________________________________________.






____________________________







Supervisor’s Signature



Date


I recommend that this request be _____ approved  _____ disapproved for the following reason _______

___________________________________________________________________________________







___________________________







Dept. Head, Dean, Director, V.P., or Pres.
Date


In accordance with the policies of this institution regarding leave and in consideration of the above recommendation, this request is   _____ approved      _____ disapproved for the following reason ___________________________________________________________________________________







___________________________







Director of Human Resources


Date
** Submit original only to be processed for approval. **

Annual, sick and compensatory leave requests totaling 80 hours or less need only be approved by the supervisor and filed in the employee’s departmental file.  All other Leave Requests shall be forwarded for further approvals.
REV. 03/2008
