
Withdrawal of Annual Leave Outside of PeopleSoft 

To disapprove a leave request outside of PeopleSoft, complete a revised D.C. Standard Form (DCSF) 71, 

Application for Leave (or equivalent form), as appropriate. A manager or supervisor with leave approval 

authority must complete the DCSF 71 by entering the employee’s name, the employee’s office or unit, the 

date of the leave, the reason for the request (e.g., personal, vacation, etc.), and the number of hours 

exactly as entered on the employee’s initially submitted DCSF 71. In the “Official Action on Application” 

section, the manager or supervisor must disapprove the leave (and provide the reason for the 

disapproval), sign, and date the form (see screenshot below). 

 

 

 


