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Leave Request Form
Date:  
Employee No.: 
Number of Days Requested:  
	LEAVE TYPES
	REQUIRED SUPPORTING DOCUMENTS 
	

	 FORMCHECKBOX 

	Bereavement Leave
	None; Request may be submitted by Supervisor

	 FORMCHECKBOX 

	Jury Duty & Witness Leave
	Copy of Summons to Appear

	 FORMCHECKBOX 

	Military/Reserve Leave
	Copy of Military Orders 

	 FORMCHECKBOX 

	Family Medical Leave
	Request for FMLA Form 

	 FORMCHECKBOX 

	Leave Buy Out

(120 hour balance must remain)
	# Hours Requested
	     

	 FORMCHECKBOX 

	Shared Leave (Requestor)

(All other leave options must be exhausted.)
	# Hours Requested
	     

	 FORMCHECKBOX 

	PTO Donation (Donor)

(Must have a minimum balance of 40 PTO hours after donation)
Number of Hours Donated:       
Current PTO Balance:       
	Donor PTO Balance Verified:   FORMCHECKBOX 
   
Number of Donor Hours Approved:       
Recipient’s Name:       
(HR/Accounting Use Only)

	SPECIAL LEAVE TYPES
	REQUIRED SUPPORTING DOCUMENTS

	 FORMCHECKBOX 

	Advanced (Borrowed) Leave

(40 hour max; PTO must be exhausted)
	PRIOR APPROVAL & EXPLANATION BELOW

	 FORMCHECKBOX 

	Leave Without Pay (LWOP)

(PTO must be exhausted; Full-day increments only)
	PRIOR APPROVAL & EXPLANATION BELOW

	 FORMCHECKBOX 

	Extended Leave of Absence
	PRIOR APPROVAL & EXPLANATION BELOW

	Reason for Leave:  
     


	Employee Signature                                                                  Date
Supervisor/Program Manager’s Signature                             Date

(Supervisor’s signature is not required for Leave Buy Out)
Director of HR Signature                                                       Date
(HR signature is not required for Leave Buy Out)                                                      
Director of Accounting/Finance                                                Date


	


Accounting & Finance Department Use Only:      
Entered Into System On:            

 FORMTEXT 
     
Entered By:            

 FORMTEXT 
     
 Charge Number:            
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