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LEAVE REQUEST





Name:	  				Dept.:					
Office Location:		Tehachapi							
Requests Leave From:           	through			
                                      (First day of leave)	(Last day of leave)
Type of Leave:	*VACATION	 			PERSONAL			
	LEAVE WITHOUT PAY		  SICK		    OTHER		
TOTAL NUMBER OF WORK DAYS:			

If vacation leave is borrowed and is not repaid prior to termination of employment, 
I authorize Enron Wind to withhold any outstanding balance from my wages.

SIGNED:					APPROVED:					
    Employee’s Signature/Date			Supervisor/Manager/Date

*Non-exempt employees – If vacation leave is one week or more in length, a time card(s) (one for each week of leave) must be submitted with the vacation request.  Leave for partial weeks should be recorded on your regular time card with the appropriate code designating the type of leave.  Requests must be approved and submitted to the Human Resources Department prior to taking leave.

COMMENTS:											

If advance pay is desired, the Leave Request must be received by the Human Resources Department at least one week in advance of the scheduled leave, and you must call Payroll and Human Resources with your request.  If you have direct deposit, an early check is not possible.  

EARLY CHECK REQUESTED ON:								


For Human Resources Department Use Only:
Leave Balance as of:  									
Sick Leave:			Vacation-Eligible:			  Personal:		
Vacation Accrued:		
cc:  Payroll Department:															
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