
• The TL W request form can be found on the second worksheet (tabs at bottom of 
the screen) of this file. 

• Please fill in all required fields as noted in red. Please fill in all other fields if 
applicable I possible. Instructions for each field will appear when you click on 
the field. The procedure field is an embedded MS Word object which will allow 
you to use formatting features not possible in Excel (i.e. paragraphs, bullets, 
numbering, etc). 

• If possible, create your desired data table and/or graph formats in the additional 
worksheets of this file. This is preferred over extensive written procedures. 

• Once the form is completed, save this file on your personal computer using the 
following format: 

Last name (mldd/yy) 

• Email the file to Phillip Reesor and Jim Snedeker. 
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