
 

 

Personal Time-Off Request Form 

 

Today’s Date   

Employee Name:   

Date(s) Requested   

Number of PTO Hours:   

Supervisor Approval:   

HR Approval:   

   

 

All planned time off must be requested on this form and turned in to supervisor 

to be considered and approved. Emergencies and illness will be paid via available 

PTO unless other arrangements are made.  


