
 
 

Vacation/Time-Off Request 

 
Name:___________________________________________________________ 
 
Date of Request:___________________________________________________ 
 
Reason for Request:________________________________________________ 
 
________________________________________________________________ 
 
Date/s Requested:_________________________________________________ 
 
Available PTO:____________________________________________________ 
 
 
Comments: 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
 
 
 
Approved by:______________________________________________________ 


