A Routing: [0 Human Resources

2024 Time Off Request and Approval -
Please Print D
Employee Name Date___/ /
Last First Middle
Employee/Payroll # Department
Employee Hire/Service Date i / Status: []Full-time []Part-time

Employee Instructions

» Indicate reason(s) below.

+ Complete information above.
« Sign below and return to your supervisor for approval.

« Make requests below by placing X's in calendar days.
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Reason for Request:

Comments:
Employee’s Signature Date / /
Supervisor’s Signature Date 7 /
Authorized Approval Date / /

[JApproved []Denied Comments:

This product is designed to provide accurate and authoritative information. However, it is not a substitute for legal advice and does not provide legal opinions on any specific facts or services,
The information is provided with the understanding that any person or entity involved in creating, producing or distributing this product is not liable for any damages arising out of the use

or inabality to use this product. You are urged to consult an attorney conderning vour particular situation and any specific questions or concerns You may have,
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