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Vacation/Time-Off Request

Employee Name: ____________________________

Today’s Date:__________

Reason for Request
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Vacation







           Sick Time


Date(s)

	From 
	To
	Number of Days
	Number of Hours

	
	
	
	


Potential Conflicts:

​​​​​​​​​​​​​​

Employee providing back up during absence: _________________________________

Employee Signature___________________________________________

Manager 1 Signature__________________________________________

(Signature indicates approval of vacation time specified above)

Manager 2 Signature__________________________________________

For Internal Use Only

	Time Recorded on Database
	Date

	Vacation time remaining
	Sick/Personal time remaining

	C.
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