
TIME OFF REQUESTS 

Time off requests should be submitted with as much advance notice as possible and will need to be 
approved from the manager. 

Today’s date: ______________________ 

I, ___________________________________ am requesting the following time off from work: 

Start date: ___________________________  to: ____________________________________ 

I will return to work on: ____________________________________________ 

I am requesting:   _________ days of my vacation pay. 

I am requesting    _________ days of my sick pay. 

I am requesting     ________ days of unpaid time. 

 

__________________________________                      ______________________ 

Employees signature     Date signed 

 

I, _________________________ approve/decline (circle one) the requested time off. 

 

________________________________  ____________________________ 

Managers signature     Date signed 
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