
REQUEST FORM:  TIME OFF

  

I would like to request the following time off on the following dates:

______________________________________________________________________________________

______________________________________________________________________________________

__________________________                                           ___________________
Employee Signature                                                                                                           Date

******************************

TO:____________________________________

Your request for time off is approved/not approved.

______________________________________________________________________________________

______________________________________________________________________________________

______________________________                                          ____________________
Supervisor’s Signature                Date

cd:|timeoff


	request: 
	date: 
	to: 
	why: 
	date2: 


