LEAVE REQUEST /APPROVAL SLIP

Date: 11/14/05
TO:
MACROBUTTON NoMacro [Click HERE and type Supervisor Name]
FROM:
MACROBUTTON NoMacro [Click HERE and type Your Name]
 I am requesting permission to take the following leave time:

	
	Total # of Hrs.
	Date

	ANNUAL
	
	

	SICK
	
	

	COMP. TIME
	
	


Note:  Accrual of Comp. Time must be approved in advance by Peggy Lovato.

Leave time may be reported in tenths of an hour:



          .1 = 01-06 MIN
        .2 = 07-12 MIN
      .3 = 13-18 MIN
         .4 = 19-24 MIN
          .5 = 25-30 MIN



          .6 = 31-36 MIN
        .7 = 37-42 MIN         .8 = 43-48 MIN             .9 = 49-54 MIN        1 hr = 55-60 MIN

Supervisor’s Approval: _______________________________

xc:  Peggy Lovato

