1) In Microsoft Outlook, choose “File ( New” drop-down menu
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2) Select “Choose Form”
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3) Select “D05-DF-SECDELBAY-Leave-Request”
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4) Fill out form and “send”
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Ensure this field is completed as explained in bold below





Send reply to yourself if desired.  Replies sent to you will allow you to see if the chit has been reviewed and approved.








