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PERSONAL DAY REQUEST

Employee’s Name Building

Date(s) requested

Please complete the appropriate area(s) below:
Personal Business
Emergency Personal

Personal Day preceding or following holiday or in-service day (state specific reason)

Consecutive Personal Days (state specific reason and provide documentation)

| hereby certify that the information provided above is correct.

Signature Date

Approved

Administrator’s Signature
Disapproved

Revised 9/17/18



