	
	Cradle to Career Policy Institute
LEAVE REQUEST FORM
SOP-OVPR.02.01.10 – Time & Leave Reporting



	SECTION 1. EMPLOYEE INFORMATION

	
	
	

	DATE OF REQUEST:
	
	    TYPE:  FACULTY  FORMCHECKBOX 
  STAFF  FORMCHECKBOX 
 STUDENT  FORMCHECKBOX 


	

	EMPLOYEE NAME:
	
	    UNM ID: 
	
	

	

	DEPARTMENT/UNIT:
	
	ORG CODE:
	343
	

	SECTION 2. LEAVE INFORMATION 

	LEAVE TYPE:
	LEAVE DATE:
	LEAVE TIME:
	TOTAL HRS

	
	FROM
	TO
	FROM
	TO
	

	ANNUAL                                                     FORMCHECKBOX 

	
	
	
	
	

	SICK                                               FORMCHECKBOX 

	     
	     
	     
	     
	     

	OTHER*                                                            FORMCHECKBOX 

	     
	     
	     
	     
	     

	

	LEAVE 

PURPOSE:
	

	

	EMPLOYEE SIGNATURE:
	
	

	SECTION 3. SUPERVISOR’S APPROVAL

	LEAVE APPROVED:     FORMCHECKBOX 

	LEAVE DENIED:     FORMCHECKBOX 

	

	

	SUPERVISOR’S COMMENTS:
	     

	

	SUPERVISOR’S SIGNATURE:
	
	DATE:
	
	

	SECTION 4. INSTRUCTIONS

	*Other Types of Leave

AD - Administrative

BR - Bereavement

CT - Comp Time

ED - Educational/Professional

LW - LWOP

MD - Medical Leave

ML - Military Leave

PL - Personal Leave

SN - Suspension

ST - Student Time-Off

	1. Planned Leave - The leave request form is to be filled out by the employee and approved by their supervisor in advance of any planned leave.

2. Unplanned Leave - In the event that the leave is unexpected or occurs as a result of illness, it is the employee’s responsibility to fill out and submit this form to their supervisor for approval upon return to work within a reasonable amount of time.

3. Leave types – If, the leave that you have taken is something other than Annual or Sick, please check the box marked as ‘OTHER’ and select one of the leave types from the table to the left and enter the abbreviated leave code in the box provided.

4. Attachments - Please attach any documents to this form that may be related to the leave requested (i.e. doctor’s slip, conference/class info, comp time log, etc.)

5. Time Reports - All leave request forms should be able to be reconciled to the bi-weekly timesheet or exception report submitted for the time period in which the leave occurred. If, the leave request form does not correspond to the time report, the supervisor and/or Time Approver may request that a new request form be filled out to correct the error.


