Board of Cooperative Educational Services
Albany - Schoharie - Schenectady - Saratoga Counties

REQUEST FOR LEAVE

Vacation Leave

Date: Full Day 1/2 Day Date: Full Day 1/2 Day Date: Full Day 1/2 Day
[] [] [] [] [] []
[] [] [] [] [] L]
[] [] [] [] [] []
[] [] [] [] [] []
[] [] [] [] [] []
Total Vacation Days Being Used:
Short Term Leave
Total
Reason Dates Requested — Full Day or % Day Days
Personal lliness: | [ ] [ v CFul [ v CIFul [ CJFul
Personal Business: | [_] [ J» OFul [ CIFul [ ] CJFul
Bereavement: | [ ] [ ] CJrFul [ ] CJrul [ ] CJrul
Family lliness: | [] [ % CJrFul [ % CJrul [ % CFul
Religious: | []
Other: tswistotance | 7] [l CFul [l CFul [ CIFul
Jury Duty: | []
Military Leave | [ ]

Employee’s Name:

Employee’s Signature:

Approved By
Supervisor/Manager:

Final Approval by
Division Director:

Copy 1 - Payroll Copy 2 — Employee

Copy 3 - Supervisor

Rev: 5/2010
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