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Employee Name  










                                 Please print or type

                      Absence/Travel Request Form

	Regular Leave
	Earn

Code
	From

Date              Time
	To

Date              Time
	Total

Hours

	 FORMCHECKBOX 
Vacation W/Pay

 FORMCHECKBOX 
Sick Leave W/Pay

 FORMCHECKBOX 
Leave W/O Pay

Other Leaves

 FORMCHECKBOX 
Voting

 FORMCHECKBOX 
Military Leave

 FORMCHECKBOX 
Jury Duty

 FORMCHECKBOX 
Funeral Leave

 FORMCHECKBOX 
Comp Time

Family Medical Leave

 FORMCHECKBOX 
FML W/Pay

 FORMCHECKBOX 
FML Sick W/O Pay

 FORMCHECKBOX 
FML Vac W/Pay

Official College Travel
 FORMCHECKBOX 
College Travel

	VAC
	            
	            
	     

	
	SIC
	            
	            
	     

	
	LWO
	            
	            
	     

	
	

	
	VL
	            
	            
	     

	
	MIL
	            
	            
	     

	
	JD
	            
	            
	     

	
	BRV
	            
	            
	     

	
	COMP
	            
	            
	     

	
	

	
	FML
	            
	            
	     

	
	
	
	
	

	
	Date of Travel
	            
	            
	     

	
	Destination and Purpose of Travel:       


Employee Signature:          
    Date:               Supervisor:                                   Date:         
Appropriate VP, Provost or President:                                                              Date:         
Official College Travel (Complete Information Below only if this is for travel purposes.)  
	College Vehicle Available:   Yes  FORMCHECKBOX 
   No   FORMCHECKBOX 
 (attach verification)

	Estimated Mileage:       @$.45 per mile =      

	Lodging:  $     

	Registration Fee:  $     

	Other:  $             Meals $ FILLIN   \* MERGEFORMAT           Grand Total: $      


Location/Phone During Absence:       
Choose one of the following accounts: 

 FORMCHECKBOX 
Adhoc  FORMCHECKBOX 
Competitive  FORMCHECKBOX 
Annual  FORMCHECKBOX 
Campus  FORMCHECKBOX 
Other
Approved   FORMCHECKBOX 
   Amt Approved $         Not Approved  FORMCHECKBOX 
  
Professional Development Coordinator:      
Appropriate VP, Provost or President                 Date       









�





Meals:


(In State with lodging)            $35/day - for meals provided, deduct $7 breakfast; $10 lunch; $18 dinner 


(Out Of State with lodging)    $45/day - for meals provided, deduct $8 breakfast; $12 lunch; $25 dinner





Revised 07/17/08








