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	Client Name: 
	Date: 
	Employee Name: 
	Dept: 
	Position: 
	Leave Start Date: 
	Expected Return Date: 
	# of hours requested: 
	Other 1: 
	Other 2: 
	Vacation / PTO: Off
	Sick / Illness Leave: Off
	Personal Leave: Off
	Military / Reserve: Off
	Education / Workshop: Off
	Other: Off
	Date Signed: 
	Remarks 1: 
	Remarks 2: 
	Remarks 3: 
	Authorized Date: 
	Paid Yes: Off
	Approved Yes: Off
	Approved No: Off
	Paid No: Off


