Sample Letter: 
Faculty Request for faculty leave of absence




Date


Department Chair

Dear Dr. ________________:

I would like to request a leave of absence due to (state reason: academic, medical, personal, family for childbearing, adoption, etc. beginning _________________ (date). I plan to return to the Department on ______________ (date).  

I understand that I am entitled to (indicate salary arrangement: paid leave, unpaid leave, partial pay, etc).

Thank you for consideration of my request.

Sincerely,





Faculty member

(Division Chief may write/co-sign this letter but the Provost requires signature of Department Chair, as well)
