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	Employee Name
	[bookmark: Text1]     
	Date of Hire
	[bookmark: Text2]     
	

	Employee DU ID
	[bookmark: Text3]     
	
	[bookmark: Check10]|_|  Faculty     	
	[bookmark: Check11]|_| Staff	
	|_| Grant

	Position #
	[bookmark: Text5]     
	Suffix #
	[bookmark: Text6]     
	Home Org #
	[bookmark: Text7]     
	Home Org Name
	[bookmark: Text27]     

	Created by
	[bookmark: Text8]     
	 Date
	[bookmark: Text26]     
	Phone #
	[bookmark: Text28]     
	

	

	If any dates change, please contact Human Resources

	Faculty Sabbaticals

	**Attachments Required:  Board of Trustee Approval Letter

	
	Please indicate how the affected faculty member is paid
[bookmark: Check3][bookmark: Check4]|_| 9 checks	|_| 12 checks

	[bookmark: Check1][bookmark: Check2]|_| Quarter   |_| Semester
	Please indicate which quarter(s)/semester(s) affected
	[bookmark: Text30]     

	Begin Leave Date
	[bookmark: Text11]     
	End Leave Date
	     
	

	Date on which pay change begins
	[bookmark: Text32]     
	Date on which pay change ends
	[bookmark: Text33]     
	

	

	

	Family and Medical Leave/Parental Leave

	[bookmark: Check5][bookmark: Check6]|_| Family and Medical Leave	|_| Parental Leave

	If this position is grant funded on Parental Leave, please indicate which 10000 FOAP information the individual will be paid from

	Fund
	     
	Org
	[bookmark: Text14]     
	Acct
	[bookmark: Text15]     
	Prog
	[bookmark: Text16]     
	

	Please indicate the FOAP information for the replacement pool

	Fund
	[bookmark: Text17]     
	Org
	[bookmark: Text18]     
	Acct
	[bookmark: Text19]     
	Prog
	[bookmark: Text20]     
	

	Approximate Begin Date
	[bookmark: Text21]     
	Approximate End Date
	[bookmark: Text22]     
	

	

	

	Discretionary Leave
Policy:  Appointed, non-union employee’s with three or more years of service.

	**Attachments Required:
· Staff Discretionary Leave: Memo to Human Resources requesting approval of leave.  Include reason for requesting leave and separate approval memo from manager.
· Faculty Discretionary Leave requires Provost approval.

	All discretionary leaves, whether paid or unpaid must be consistent with University policies.  Please check with Human Resources regarding policy.  

	Begin Leave Date
	     
	 End Leave Date
	     
	|_| Paid		|_| Unpaid

	

	

	Disability Accommodation Leave

	**Attachment Required:  Memo of approval from Director, Diversity and Equal Opportunity

	Begin Leave Date
	     
	 End Leave Date
	     
	|_| Paid		|_| Unpaid

	

	

	[bookmark: Text31]Comments:       


	

	Approving Signatures

	
	
	
	
	
	
	

	Department Level
	
	Date
	
	Division Level
	
	Date

	
	
	
	
	
	
	

	Executive Level
	
	Date
	
	Human Resources
	
	Date
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