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VACATION AND PERSONAL LEAVE REQUEST


FORM TO REQUEST LEAVE FROM WORK FOR PURPOSES OTHER THAN AN LMC-SPONSORED TRIP

EMPLOYEES DESIRING LEAVE FROM WORK WILL COMPLETE THE FOLLOWING INFORMATION, FIRST SIGN THE FORM, AND SUBMIT THIS FORM, WELL IN ADVANCE OF DEPARTURE TIME, NEST TO THE IMMEDIATE SUPERVISOR WHO WILL SIGN AND FORWARD THE FORM TO OTHER APPRORIATE AUTHORITIES; THE FORM WILL  BE FILED IN THE BUSINESS MANAGER’S OFFICE.  REFER TO STAFF/FACULTY HANDBOOK FOR REGULATIONS.


[bookmark: Text1][bookmark: _GoBack][bookmark: Text2]Date:       	Emergency Telephone # (optional)      

[bookmark: Text3][bookmark: Text4][bookmark: Text5][bookmark: Text6]Employee:      	Days absent:     	from:       to:      
[bookmark: Text7]	If partial day, number of hours:   


The employee named above requests permission for leave from work as described below:
CHECK THE REASON FOR THIS LEAVE REQUEST:
[bookmark: Check2][bookmark: Check17]|_|	Vacation	|_|	School Business

[bookmark: Check10][bookmark: Check15]|_|	Bereavement leave (immediate family only) 	|_|	Military (attach documentation)

[bookmark: Check16][bookmark: Check12]|_|	Jury/Subpoena (attach documentation)	|_|	Personal Leave

[bookmark: Check18]|_|	FMLA


[bookmark: Text8]COMMENTS:      




			
	 (EMPLOYEE)	(IMMEDIATE SUPERVISOR)


	
	 (VICE-PRESIDENT OR ADMINISTRATOR)
                                                                      

[bookmark: Check19]Request is:	|_|  Approved

[bookmark: Check20]	|_|  Denied;	Reason: 	
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