
Vacation / PTO Request

Name: ______________________________
Today’s Date: _______________________
Dates Requested: ___________________
Manager’s Approval: ________________
Date Approved: _____________________
Office Notes: ________________________
_____________________________________
_____________________________________

Employee Copy

Vacation / PTO Request

Name: ______________________________
Today’s Date: _______________________
Dates Requested: ___________________
Manager’s Approval: ________________
Date Approved: _____________________
Office Notes: ________________________
_____________________________________
_____________________________________

Employee Copy

Vacation / PTO Request

Name: ______________________________
Today’s Date: _______________________
Dates Requested: ___________________
Manager’s Approval: ________________
Date Approved: _____________________
Office Notes: ________________________
_____________________________________
_____________________________________

Employee Copy

Vacation / PTO Request

Name: ______________________________
Today’s Date: _______________________
Dates Requested: ___________________
Manager’s Approval: ________________
Date Approved: _____________________
Office Notes: ________________________
_____________________________________
_____________________________________

Office Copy

Vacation / PTO Request

Name: ______________________________
Today’s Date: _______________________
Dates Requested: ___________________
Manager’s Approval: ________________
Date Approved: _____________________
Office Notes: ________________________
_____________________________________
_____________________________________

Office Copy

Vacation / PTO Request

Name: ______________________________
Today’s Date: _______________________
Dates Requested: ___________________
Manager’s Approval: ________________
Date Approved: _____________________
Office Notes: ________________________
_____________________________________
_____________________________________

Office Copy


