If your computer brings up fillable documents in an unsupported format, it will display a message such as the one
below circled in red. To the far right of that message is a button that says, ""Open with Different Viewer." Click
on that button, choose the "Open with Adobe Acrobat' option, and it will open up the document as a fillable form.
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Resources Departmental Leave Request Form

This is an optional leave request form and may be used by departments based on supervisor preference. This form should be
completed by the employee and then submitted to the employee's supervisor for approval prior to the anticipated time off.
DO NOT send this form to Human Resources as it will not become the part of the employee's official personnel file.

Approved leave taken or unscheduled sick leave taken for the month must be reported by all employees through the Online
Leave Reporting System during the reporting period in the following month.

Employee Name: Employee CID:

Type of Leave Requested:
[7] vacation
[7] SickLeave

(A sick leave absence of greater than 3 daysrequirethe employee to provide a doctor's certification or written statement of facts surrounding
the absence and the nature of theillness. This certification will need to be sent to the Office of Human Resources)

[7] Bereavernent
[7] Leave Without Pay
[7] Other {please specify): |

Requested Dates/Hours:

Beginning Date: Ending Date: Total Leave Hours Requested/T aken:
Reason for Leave Request:
Beginning Date: Ending Date: | Total Leave Hours Requested/T aken:

Reason for Leave Request:

Beginning Date:

W

Ending Date: | Total Leave Hours Requested/T aken:

Reason for Leave Request:






