Click the question mark for instructions on filling out form

PLYMOUTH COMMUNITY SCHOOL CORPORATION

PERSONAL LEAVE — 3430F1

| hereby request that my absence from assigned duties occurring on

and amounting to day(s) be taken from my leave.

The reason and necessity for my absence is described as follows:

Date Teacher — Digital Signature

Email to Principal

Date Principal — Digital Signature

Approved E

Not Approved D

Email to Payroll Specialist @
Administration Office

Distribution: Building Secretary, Staff Member

# of Personal Days Used: |:| Recorded: Date: |:|

Distribution after approval: Building Secretary, Staff Member
(revised: 4/11)


Signing:
Click on the "signature" box.  The prompt for your digital signature will come up.  You will input your password.  You will then need to save the file.  You should save this to your desktop.  Attach the form to an email and send to principal or supervisor.

Once the principal has approved your request, you will receive this form via email from the central office.



Signing:
Check the appropriate box "approved" or "not approved".

Click on the "signature" box.  The prompt for your digital signature will come up.  You will input your password.  You will then need to save the file.  You should save this to your desktop.  Attach the form to an email and send to payroll specialist at the administration office.  
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