PROFESSIONAL MEETING “BLANKET” LEAVE REQUESTS

In order to submit annual “Blanket” Professional Meeting Requests and not have the system show you as out
of the building every day of the year, use the following information for your request:

1. Start & End of Leave: Use July 1, 2026 - July 1, 2026 (Use SAME Date/Year for start & end dates) OR
Use August 1, 2026 — August 1, 2026 (based on your contract work year).

2. Start & End Time: Use 12:00 am to 12:00 am
3. Total Time Requested: Type .001 (this will allow you to submit multiple requests using this same date)
4. Reason: (Example) Meetings at Associate Districts July 1, 2026 — June 30, 2027 (Use full year dates here)
5. Purpose of Leave: (Example—Repeat Reason) Meetings at Associate Districts July 1, 2026 — June 30, 2027
6. Estimated Costs: Enter applicable costs
7. Event Location: City & State are required fields. If multiple locations use ‘Various’ for City.
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