
 

 

 

Employee Time Off Request 

 

Date Turned In: __________________________________ 

Employee: ______________________________________ 

Date Requested Off: _____________________________ 

Leave Early: ______________   Come In Late: ____________ 

Total Hours Off: _____________________ 

Vacation: ___________   Without pay:_____________ 

 

 

__________________________   _____________________________ 

Employee Signature    Director Signature 
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