[image: ]	SOUTH LANE SCHOOL DISTRICT 45J3            
                       		455 Adams/PO Box 218/Cottage Grove, OR 97424
        		 541-942-3381 (business)/541-942-8098 (fax)/www.slane.k12.or us

REQUEST FOR DRAW
· All Requests for draw on pay must be made on this form.
· Draws will be granted on an emergency basis only. An emergency includes:
· Accident or Illness 
· Death In the family
· Major or emergency car/home repairs
· Draws will only be processed between the 1st and 15th of the month. 
· Draw will be calculated using approximate net earnings to date.
· The draw will not be approved for more than ½ of your normal payroll amount on a monthly basis. 
· Repayment will be made by deduction from monthly pay check. 
· [bookmark: _GoBack]Draws will be processed after approval and will normally have a minimum 24-hour turnaround unless extenuating circumstances exist.

Please explain in writing the emergency that exists and the inability to obtain funds in any other manner. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Printed Name: ___________________________ Signature: _____________________________

Phone Number: __________________________ Date Requested: ________________________

Amount of Draw: __________   Check one:    Pick Up at Finance Office   Certified Mail 

(Provide Address): ______________________________________________________________

Office Use only:

A Maximum of 2 draws shall be approved each fiscal year (July-June).

 1st draw date: ______________________   2nd draw date: ___________________________

Director of Finance/Human Resources Director Approval:   _________________ Date: ________
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