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STAFF:  ABSENCE REPORTING
Request for time off/away
Name: __________________________________ Department: _______________________________
Please confirm absence balance in each category before requesting time off.
I request approval to take:
Vacation leave:
Dates- _______________________________________________
Personal Holiday (PL - 2 days):
Dates- _______________________________________________
Administrative Leave (AL - 3 days):
Dates- _______________________________________________
Mandatory Leave:
Dates- _Mandatory holiday for SHP from Dec. 25 to Jan. 1st 
Sick time Standard:
Dates- _______________________________________________
Sick time NJESL:
Dates- _______________________________________________

Other:
Dates- _______________________________________________
                               Total No. of days off:  _______________

Conference Name or Continuing Education: 

(These days will not be charged against vacation. If you will not be completing an Authorization to Travel form, you must complete this section)
______________________________________________________________________________________
Conference/Continuing Education Date(s):  ___________________________________________________
                                       Total No. of days off:  _______________
Employee Signature:  _____________________________

Date:  ​_________________

--------------------------------------------------------------------------------------------------------------------------------------------
Approvals:

Supervisor Approval:  ________________________       ________________________       ________________
 
               Print name


           Signature

                           Date

Time Keeper:  
  ________________________       ________________________       ________________
 
               Print name


           Signature

                           Date
NOTES:

Please refer to the link below for additional details concerning university policy.

https://uhr.rutgers.edu/benefits/non-state-benefits-legacy-umdnj-positions/paid-time-legacy-umdnj-positions
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