
 

 

 

Request for Time Off/Leave 
 

 

Name:         Today’s Date:      

 

 

Requested Dates:  Type of Time  

(specify vacation, personal, etc.) 

Total # Hours 

   

   

   

   

   

   

   

   

 

 

Explanation if necessary:  

             

             

             

 

 

              

Employee signature        date 

              

Supervisor’s signature        date 

              

Executive Director’s signature       date 


