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LEAVE REQUEST (rev 011/11/2024)

This form should be completed and returned to your supervisor, manager, or Human Resources. It should be 

returned in accordance with the time frames presented in the Employee Handbook. Note: if you request more 

PTO/Vacation hours than you have accrued during the current Benefit Year, the request will be reviewed for 

consideration based on determined criteria. If approved, you are held accountable for borrowed hours which is 

considered a loan if employment ends for any reason. Refer to your Employee Handbook for complete 

information. Contact Payroll for additional details. 

EMPLOYEE SECTION 

Please indicate the type of leave requested: 

FMLA – additional documentation required 

_ Federal Sick Leave (EO13706) – additional documentation required

  _ Military -additional documentation required 

_ PTO (non-exempt employees and exempt employees) 

_ Vacation (exempt employees) 

_ Bereavement- additional documentation required 

  _ Jury Duty-additional documentation required 

_ School Involvement-additional documentation required 

_ Non-Paid 

Date submitted: 

Name: 

Employee Signature: 

Position/Work Assignment: 

Requested Dates: 

Supervisor/Manager: 

Requested No. Hours: 

SUPERVISOR/MANAGER SECTION -S/M has authority to approve time away from work for PTO/Vacation/Non-Paid 

Leave: This is not authorization for payment for PTO/Vacation Hours. All other requested leave must be reviewed by Human 

Resources. 

Date provided to S/M:     

Date provided to HR:     

Signature: 

Approved Disapproved 

Notes: 

PAYROLL SECTION 

Date provided to Payroll:  

Hours Requested: _ 
Hours Approved: 

Signature: 

Notes: 
HR/LR032020 



T A WOODS  

Memo 

From: Human Resources 

Re: Executive Order 13706 - Sick Leave 

Executive Order 13706 (EO 13706) pertains to special Sick Leave 

benefits available to employees working on qualified federal construction 

projects. For TA Woods employees, EO 13706 applies to construction 

contracts at the Camp Lejeune and Cherry Point military bases and for 

the ILM Terminal Improvements Contract 3 project9588. 

Enclosed are copies of the EO 13706 SICK LEAVE REQUEST form to 

be used when requesting time off under this program. Retain these 

request forms for your future use. 

Please familiarize yourself with the EO 13706 program details as 

outlined on the back side of the sick leave request form. 

Employees accrue 1 hour of EO 13706 sick leave for every 30 hours 

worked on qualified construction projects, up to a maximum accrual of 

56 hours. Earned EO 13706 sick leave carries over from year to year. 

Your available EO 13706 sick leave will be posted on your direct deposit 

notification stub. 

Accrued EO 13706 sick leave may only be used during periods that the 

employee is working on a qualified construction project. And it can only 

be used for qualified activities, as described on the back side of the sick 

leave request form. 

Contact Human Resources if you have any questions. 

REVISED 11.2024 
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