







DATE:_______________________








TO:		159/Payroll Office





THRU:	114/CDEWO/Attn: Dianne Hagerty





FROM:	______/_______________________________ (employee)





SUBJECT:	Request for Excused Absence upon Return from Military Active Duty








I request to take 5 days of excused leave from: (dates)  ____________ to ___________.  





I understand that I will not be charged any personal leave for this absence, based on the 





President’s Memorandum of November 14, 2003. I returned from military active duty on 





______________, and a copy of my orders and discharge papers are attached.





~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~





APPROVALS:








__________________________		________________________________


Supervisor signature/Date				Supervisor’s name





AND





OFFICE OF HUMAN RESOURCES








_______________________________


Director of Human Resources/Date

















