[image: image1.png]':s:s:sSMU



Development and External Affairs
Leave Request Form
Name:


     
Empl ID:

     
Dept:


     
Date of Request:
     
Name of Supervisor:
     
(Please request vacation leave at least 15 days in advance.)

	Type of leave
	Date leave to start
	Date leave to end
	Hours requested
	Date back to work
	Supervisor approves (initial)
	Supervisor declines approval

	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	     

	 FORMDROPDOWN 

	     
	     
	     
	     
	
	

	 FORMDROPDOWN 

	     
	     
	     
	     
	
	

	 FORMDROPDOWN 

	     
	     
	     
	     
	
	

	 FORMDROPDOWN 

	     
	     
	     
	     
	
	


Requestor’s Comments:
     
Requestor’s Signature:
     
(electronically)

Supervisor’s Comments:
      

Supervisor’s Signature:
     

(electronically)

Date:



     
(Supervisor: please sign and date this form, then return it to the requestor)
PROCESSING STEPS:

· Complete Form and sign it.

· Obtain your supervisor’s signature

· Keep a copy for your records

· Forward original to Purity Ateku, Box 750402 (even if leave is declined)

· Purity will enter approved leave into the DEA Out-of-Office Database and keep the official record of the request.

See the Benefits website for details on types of leave: http://www.smu.edu/hr/total_comp/Benefits/


