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Guidelines for Sabbatical Leaves of 
Absence may be found at this link 
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SELECT YOUR UNIVERSITY LOCATION 
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ENTER YOUR EMAIL 



4 
 



5 
 

Refer to the Guidelines 
and the contact info at 
bottom of page. 
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* Denotes a required field. Page cannot be 
saved until required fields are complete. 

Approval of your tenure/rank promotion 
by the Board of Trustees (usually July) must 
occur before a sabbatical leave can be 
finalized. However, you should submit the 
application during the usual fall cycle.  
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Format: month/year as numbers or 
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Please use lay language, no more than 40 words 
and use format statement as a guide. 
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Please – no more than 1,000 
words TOTAL in this section.  
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REMINDER: YOU must notify IACUC, 
IRB, IBC or RSS as applicable.  

Running a grant?  
Check-in with your Business Officer. 
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Supplemental funds require approval. 
You MUST submit your department’s 
approval in order for your application to 
be processed. If you do not yet have your 
approval document, select “pending”. The 
document needs to be submitted prior to 
leave.  
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Number format (not words) 

Expecting reimbursements? Review 
this completed page with your unit’s 
Business Officer (print or save to PDF).   

Where “External” is selected you are required to list the name of the funder. 
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Where “External” is selected you are required to list the name of the funder. 

If your plans change or your estimates are 
off (or don’t comply with travel 
regulations) you must re-submit for 
approval.  
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Please review this page prior to 
submission. If modifications are needed, 
click “previous”.  
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