Psychology Department 
Leave Request Procedures
For Submitting the

State of Colorado

Leave/Absence Request and Authorization Form
There are two options available to submit your leave requests:
Option 1:  This Leave Request form is a PDF file located at 

http://www.colorado.gov/dpa/dhr/pubs/docs/leave/Leave.pdf
· Enter pertinent information (name, employee ID, dept, phone, vacation or medical dates, hours) on the Leave Request form and print form.  
· Both employee and supervisor sign and date the form.

· The Leave Request form is submitted to Ellena Andrus, department payroll liaison, in Room D260C.
Option 2:  This Leave Request form is a Word document. 
· Enter pertinent information (name, employee ID, dept, phone, vacation or medical dates, hours) on the Leave Request form. 
· The document allows an electronic signature or it can be printed for signatures and date.  It is located at
http://www.colorado.edu/humres/downloads/Leave.doc
1. Electronic Signature Option:

· Enter the pertinent information (name, employee ID, dept, phone, vacation or medical dates, hours) and electronic signature of employee on the Leave Request form.  
· The Leave Request form is emailed to employee’s supervisor.   The supervisor enters an electronic signature and date.

· The supervisor emails the Leave Request form to Ellena Andrus, department payroll liaison, at Ellena.Andrus@Colorado.EDU.

2. Printed Option:

· Enter pertinent information (name, employee ID, dept, phone, vacation or medical dates, hours) on the Leave Request form and print form.  

· Both employee and supervisor sign and date the form.

· The Leave Request form is submitted to Ellena Andrus, department payroll liaison, in Room D260C.
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