
 

 

 

 

 

 

 

Vacation / Time off Request 
 

 

Date:_________________ 

 

 

 

Name:_____________________________________ 

 
 

 

Date/s Vacation:_____________________________  

     

 

Time Off:__________________________________ 

 
 

                                                                                               

Approved By:_______________________________ 

 
 

 

 

If you are requesting paid time off please fill in VACATION line. If you are requesting unpaid Days, Fill in 

TIME OFF line. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


