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SAMPLE 
 

BARGAINING UNIT BUSINESS/LEAVE REQUEST FORM 
FOR GRIEVANCE INVESTIGATION 

 
 
NAME:  ________________________ DATE: ___________________________  
EMPLOYEE NUMBER:   ___________ TIME:  ___________________________  
UNION TITLE: __________________ 
        
         
REASON FOR REQUEST: ___________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
 
EMPLOYEE BEING MET: _______________ 
DEPARTMENT/LOCATION:  _____________  
ESTIMATED TIME AWAY: _______________ 
 
 
EMPLOYEE SIGNATURE: ______________  DATE: ______________________ 
 

 
LEAVE REQUEST APPROVED  (   )  LEAVE REQUEST DENIED  (   )   
 
REASON/REMARK_______________________________________________________ 
 

 
MANAGER/SUPERVISOR  DATE:  TIME LEAVING LOCATION A 
SIGNATURE  

 
 

 
MANAGER/SUPERVISOR  DATE:  TIME ARRIVING LOCATION B 
SIGNATURE  

 
 

 
MANAGER/SUPERVISOR  DATE:  TIME LEAVING LOCATION B 
SIGNATURE  

 
 

 
MANAGER/SUPERVISOR  DATE:  TIME LEAVING LOCATION A 
SIGNATURE 
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