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Date ______________________________________ 

The supervisor must review the request, determining whether the request is possible given the needs of the 
department. If the request is approved by the supervisor, the request is forwarded to the staff member’s depa rtment 
head (if not the supervisor) for review and approval. If the request is approved by the department head, it is then 
forwarded to the divisional vice president for review and approval.  
 


