Request For Time Off For Jury Duty/Subpoena
Employee Name:      


Date:      
Request For Leave

	I request a leave of absence:
	WILL THIS BE DAY TO DAY LEAVE?

	From: 
	     
	Yes  FORMCHECKBOX 
             No  FORMCHECKBOX 


	To:     
	     
	Employees must report to work on days there is no court requirement, and employees must report to work if duty is on-half day or less.

	For:
	 FORMCHECKBOX 
 Jury Duty
	

	
	 FORMCHECKBOX 
  Subpoena Court Appearance
	


(Note:  This request is not effective unless made 14 days in advance.  If the notice or subpoena gives you less than 14 days advance warning, you must notify your supervisor in writing to take time off for the jury duty or subpoena court appearance, and present a copy of the jury duty notice or subpoena.)

Request For Pay

I request payment under the terms of the company policy for jury duty and subpoena court appearance.  I understand that I must report payment of all fees the court or the party issuing the subpoena pays me.

	Date
	Time Required to Report
	Time Released
	Number of Hours
	Payment by Court or by Party Issuing Subpoena

	     
	     
	 FORMCHECKBOX 
 a.m.
	     
	 FORMCHECKBOX 
 a.m.
	     
	     

	
	
	 FORMCHECKBOX 
 p.m.
	
	 FORMCHECKBOX 
 p.m.
	
	

	     
	     
	 FORMCHECKBOX 
 a.m.
	     
	 FORMCHECKBOX 
 a.m.
	     
	     

	
	
	 FORMCHECKBOX 
 p.m.
	
	 FORMCHECKBOX 
 p.m.
	
	

	     
	     
	 FORMCHECKBOX 
 a.m.
	     
	 FORMCHECKBOX 
 a.m.
	     
	     

	
	
	 FORMCHECKBOX 
 p.m.
	
	 FORMCHECKBOX 
 p.m.
	
	

	     
	     
	 FORMCHECKBOX 
 a.m.
	     
	 FORMCHECKBOX 
 a.m.
	     
	     

	
	
	 FORMCHECKBOX 
 p.m.
	
	 FORMCHECKBOX 
 p.m.
	
	

	Totals
	     
	     


Approved rate of pay
     
per  FORMDROPDOWN 

  Total pay due (Total Hours x Approved rate of pay)

     
- Total paid by court or party issuing subpoena


     
= Total payment requested from company


     
________________________________________
________________________________

Employee’s Signature




Employer’s approval

________________________________________
________________________________

Date






Date

