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DIVISION OF STUDENT AFFAIRS
Office of the Vice President for Student Affairs


MEMORANDUM

TO:

Name



Vice President for Student Affairs

THROUGH:
Supervising VP



Complete Title  

FROM:
Director


Complete Title

DATE:
Date

SUBJECT: 
Request for Emergency Leave (Inclement Weather) for Jane Doe 

I would like to request Emergency Leave due to unsafe travel conditions for two hours on January 24, 2013 and 3.5 hours on January 28, 2014 for Jane Doe. 

Ms. Doe lives in Timbuktu which requires her to drive about 30 miles to work. Because of icy road conditions on January 24, the University did not open until 10am. Timbuktu’s conditions were a little worse than Bryan/College Station and Jane was not able to get to work until 12pm. 

On January 28, weather conditions were also not good. All surrounding schools delayed opening or cancelled school due to road conditions. The University opened at 8am, but Jane was unable to get to work until 11:30am when road conditions improved. 

If you have any questions of need additional information regarding the purpose or intent of this request, please do not hesitate to contact me at (979)XXX-0000 or email@tamu.edu.
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