
Request for Paid Time-Off 
 

 
Name: 
 

      Date of 
Request: 

      

Dept:       Supervisor:       

 
Please indicate the type of time you are requesting under “Use:”, i.e., 
vacation, personal, etc. 
Day of Week Date Use: Use: Who will cover during your 

absence? 
Sunday                         
Monday                         
Tuesday                         
Wednesday                         
Thursday                         
Friday                         
Saturday                         
 
Day of Week Date Use: Use: Who will cover during your 

absence? 
Sunday                         
Monday                         
Tuesday                         
Wednesday                         
Thursday                         
Friday                         
Saturday                         
 
 
____________________________________       /     /      
Employee Signature                    MO       DAY       YEAR 
 
 
Supervisor Recommendation:     Approved   Denied 
 
If denied, give reason for denial of request:        
 
____________________________________       /     /      
Supervisor Signature       MO       DAY       YEAR 
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