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Instructions to Applicant: This form is to be completed by employees requesting a leave of absence.  Please 

submit this form to your principal or site administrator, who will forward the completed form according to the routing sequence  
at the bottom of the last page. 
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*Reason disapproved:  _________________________________________________________________________ 
____________________________________________________________________________________________ 
If leave is recommended by the site supervisor, the request is forwarded to the Benefits Analyst in 
Employment & Benefits: Fax #  208-854-4010       Date Faxed:  ________________________ 
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