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TIME OFF REQUEST

Time off request (include Paid/Unpaid, Vacation/Sick, Dates and # of Hours) Paid Unpaid

Vacation

Sick

Employee Signature Date

Employee Name Location Select Location

FOR CORPORATE USE ONLY

Approved:

Disapproved (state reason):

Authorized Signature Date




	Vacation: 
	Sick: 
	Date: 
	Employee Name: 
	Location: [Select Location]
	Paid: Off
	Unpaid: Off
	Vacation Check Box: Off
	Sick Check Box: Off


